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Subscribing to a Report

This QRG provides instructions for subscribing to a report in the LMS. Report
subscriptions in the LMS allow reports to be emailed at scheduled intervals to
any valid email address. The reports delivered via email do not require LMS

access to review.

Log into

the LMS.

Click the Admin icon.

g HHS Learning Portal

The Joy of Learning Enabled Through Access!

L X

NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.
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Figure 2 — Reports link
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Enter the name of the report in the Name field and click the Search button.

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).

Search
field T~
m Category -Select One- -
Report Template @
Configure | Save Search Query
Search

Reports

Figure 3 — Name field and Search button

Click the Actions link for the report. The NIH Registrations Needing Approval
report will be used for the purposes of demonstration.

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).

Name MNIH Registrations Needing Category  -Select One- -
el
Report Template &
Configure | Save Search Query
Search

Actions

L link

Print | Export | Modify Table

Reports
Name Report Template Description Engine Type Actions
This report shows the pending
MIH registrations that need the
Registrations MIH Registrations current users approval as a Managed Action
Needing MNeeding Approval Manager, Alternate Manager Report a
Appraval andfor Additional Approver on
Orders.

Figure 4 — Actions link
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Click the Subscribe link in the Actions activity menu.

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).

Subscribe
seaming m_ / fink
Name MNIH Registrations Needing Category -Select One- -

Report Template &
Configure | Save Search Query E
Search Actions
Email
Reports Print | Export | Modify T F*ecute
Subscribe
Name Report Template Description Engine Type Actic
This report shows the pending
MIH registrations that need the
Reqgistrations NIH Reqgistrations current users approval as a Managed Actions
Meeding Meeding Approval Manager, Alternate Manager Report o
Approval andfor Additional Approver on
Orders.
Figure 5 — Subscribe link on the Actions activity menu
Click the New Report Subscription link.
New Report

Report Subscription for NIH Registrations Needing

Approval
Run Reports = Report Subscri... /
Report Subscription MNew Report Subscription

Mo iterms found

L Subscription link

Figure 6 — New Report Subscription link
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The Report Subscription page is displayed for the NIH Registrations Needing
Approval report.

Report Subscription for NIH Registrations
Needing Approval
Run Reports = Report Subscri.. = Report Subscri... * = raquired
Report Subscription Name*
Description®
To Email Address(es) (Enter one it
or more email addresses
separated by semi-colons ().
Example: jdoe@email.com; -
msmith@email.com)* Character Limit 255
Subject® MIH Registrations Needing Approva
Mail Text* i
Character Limit 255

Report Format* Acrobat Format (PDF) -
Occurs @ Daily Occurs Daily

) Weekly Every* 1 day(s)

1 Monthly
Frequency @ Once Frequency-Once

© Ewvery 1 Hour(s) = | siart Time® Cam ® pm
Start Date* @
Preview Report Save Cancel

Figure 7 — Report Subscription page
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Complete the following mandatory fields:
¢ Report Subscription Name — enter a meaningful name for the report
e Description — enter a brief description for the scheduled report

e To Email Address(es) — enter the full email address (e.g.,
firstname.lastname@nih.gov), multiple addresses should be separated by a
semi-colon (;)

e Subject — this field will populate the Subject field of the email messages sent
from the LMS

e Mail Text — this field will populate the Body of the email messages sent from
the LMS; include contact information so that the recipients can opt-out of the
report if they no longer want to receive it

¢ Report Format — select Adobe Format or MS Excel 97-2000
e Occurs — choose the occurrence based on the following information:

o Daily Occurrence — this option delivers the report every set number of days.
Entering a value of 1 would send the report daily; entering a value of 2 would
send it every other day; entering a value of 3 would send it every third day.

o Weekly Occurrence — this option delivers the report each week on the
specified days. Click the checkbox to include the day in the delivery cycle.

o Monthly Occurrence — this option delivers the report every set number of
months on the set day number. Entering a value of 1 for the month and 15 for
the day of the month would send the report on the 15t day of each month;
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entering a value of 3 for the month and 28" for the day of the month would
send the report on the 28" day of every third month (for a quarterly report).

e Frequency — use the default option of Once

e Start Time — the Start Time should be set take place outside of core business
hours (8:00AM — 5:00PM). This will improve the overall responsiveness LMS
reporting for all users during normal business hours.

o Start Date — the Start Date is the date that the report subscription becomes
active, not the date that the report will be sent. The subscription engine will
then

After all of the required fields have been, click the Preview Report button to see
the report as it will appear. Verify that the report contains the correct data. If not,
close the report and adjust the parameters that you entered.

Click the Save button to activate the report subscription. The report will be sent
to email recipients entered at the times designated.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Printing a Report
This QRG provides instructions for printing a report in the LMS.

After generating a report, click the Print this report icon.

Print S| & | vlioa -0 |-
this P I

report Figure 1 — Print this report icon
icon

Click the Export button on the Print to PDF message box.

Print to PDF s

s

Page Range:

@ All Pages
(O select Pages

.

Tor Export

Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader

installed to print. (eg. Adobe Reader)

‘ Export ‘

Figure 2 — Export button
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Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at

the top of the screen in the Microsoft Edge browser when the pdf has been
created. Click the Open file link on the notification to open the pdf file in

Adobe Reader/Acrobat.

Downloads P Qe s .
Open file
= C”\-‘u‘e_:-GP_ﬁ-E_Mandat:r',f Trainins Dyt T (2. link
Openfile <
See more

Figure 3 — Open file link

Print the file from Adobe Reader/Acrobat.

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

This QRG provides instructions for exporting a report to Microsoft Excel from the
LMS.

After generating a report, click the Export this report icon.

Export Q Q- |%.=f’.|‘_‘.a lof3t  |v|100% |v

this |~ |
report Figure 1 — Export this report icon
icon

Select Microsoft Excel (97-2003) Data-Only from the File Format dropdown list
on the Export message box.

Export -~

File Format:

Crystal Reports (RPT) .
Pag Crystal Reports (RPT)
PDF
Microsoft Excel (97-2003) i
| Microsoft Excel (97-2003) Data-Only K
Microsoft Excel Workbook Data—only{/
Microsoft Word (97-2003)
Microsoft Word (97-2003) - Editable

Microsoft Excel (97-

/ 2003) Data-Only

Rich Text Format (RTF)
Separated Values (CSV)
XML

xport ‘

Figure 2 — File format dropdown list
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Click the Export button on the Export message box.

Export 2l

Ty

File Format:

Microsoft Excel (97-2003) Data-Only -

Page Range:

@® All Pages
Select Pages Export

From: I:l button
]

To:

‘ Export

Figure 3 — Export button

Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into an Excel file. A notification will display at
the top of the screen in the Microsoft Edge browser when the file has been
created. Click the Open file link on the notification to open the file in

Microsoft Excel.

Downloads a2 Open file

— link

= CrwebGP_HHS_Mandatory Jraind
™ Open file

Figure 3 — Open file link

Row 1 of the spreadsheet will display the report header information. Row 2 will
display the report column headings.

K11 = S

A B Cc D E F G H
1 |HHS Mandatory Training by Audience Type Course Title: NIH LMS Content Administrator Course Equivalents: Yes Person Type Summary Report Totals
2 POS ORG ORG ID LAST NAME FIRST NAME HHSID EOD DATE PERSON TYPE MANAGER

Figure 4 — Excel spreadsheet

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the Certification Dashboard by Learner Report

This QRG provides instructions for generating the Certification Dashboard by
Learners report. The report creates a list of your certifications, their statuses and
expiration dates, based on selected parameters.

Log into the LMS.

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

(TS02-L) QRG.

Click the Reports link in the left navigation menu.

Welcome

We are very excited to welcome you to the new 7.2 version of the HHS Learning
Portal!

Please take a quick look at this video that shows how the LMS system can be used to
help you attain your training goals.

The LMS— Here for YOU!

Reports
link Learning L Project I\hﬂ Ht; Heal'th,
Plans
Competencies ‘ \
Reports y i = -~
Figure 1 — Reports link
Enter Certification Dashboard By Learner into the Name field and click the
Search button.
Reports Search
Name Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover / button
field \ over the Actions link for options).
h Category -Select One- -
Report Template @
Configure | Save Search Query
Search
Reports

Figure 2 — Name field and Search button
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Click the Actions link.

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).

Name Certification Dashboard Category -Select One- -

Report Template &

Configure | Save Search Query .
Search Actions

L~ link

Print | Export | Modify Table

Reports
Name Report Template Description Engine Type Actions
—— This report enables a
Certfication Certification learnerto see all Managed .
Dashboard By ) ; Actions
L Dashboard By Learner  certification-related Report
earner : )
information.

Figure 3 — Actions link

Click the Execute link on the Actions activity menu.

Rer.ts Execute

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

Mame Certification Dashboard Category  -Select One- -
(|
Report Template &J
Configure | Save Search Query Actions
Search

Email
Execute

Reports Print | Export | Modify T~ Subscribe

Name Report Template Description Engine Type Acti

) ; This report enables a

Certification : ;

Dashboard By Certification Iear_nert_o see all Managed Actions

L Dashboard By Learner  certification-related Report

earner ; ;

infermation.

Figure 4 — Execute link on the Actions activity menu
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Select a checkbox for each of the certification status types you wish to display.

Report Parameters - Certification Dashboard By Learner

%

Show Status Acquired

X

In Progress

%

Expired

K

Assigned

<

Overdue

=

Revoked

Xl

Expired-Reassigned

%

Expired-In-progress

K

Expired-Overdue

9

At Risk

[}
(=]

Number Of Days To Expire

Generate Report Cancel

Figure 5 — Certification Dashboard by Learner report parameters page
By default, the Number of Days to Expire is populated with 30 days. This is the
number of days in the future to report on expiring certifications. To view all of
your certifications, regardless of the expiration date, clear to the field.

Click the Generate Report button.

Report Parameters - Certification Dashboard By Learner

<l

Show Status Acquired

In Progress v
Expired v
Assigned v
Overdue v
Revoked v
, , Generate
Expired-Reassigned v
Report
Expired-In-progress v P
button
Expired-Overdue v
At Risk r

Mumber Of Days To Expire

Generate Report Cancel

Figure 6 — Generate Report button
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Click the Print this report icon.

Print this
report
icon

{ Certification Dashboard By Learner 01/12/2023

Figure 7 — Print this report button

Click the Export button on the Print to PDF message box.

Print to PDF s

Page Range: _

@ All Pages
O select Pages

From: I:l EXpOI't
p— button

Print to PDF:

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Mote: You must have a PDF reader
installed to print. (eg. Adobe Reader)

| Export F

Figure 8 — Export button

Depending on the amount of data in the report, it could take up to five minutes for

the LMS to export the report data into a pdf file. A notification will display at the

top of the screen in the Microsoft Edge browser when the pdf has been created.

Click the Open file link on the notification to open the pdf file in Adobe Open file

Reader/Acrobat. / link

Downloads B Q- k

. le_ce_base.rpt.pdf
* Open file

Figure 9 — Open file link

Print the file from Adobe Reader/Acrobat.

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

Running the Enrollment Dashboard for Manager Report

The Enrollment Dashboard for Manager Report will provide a comprehensive list
of enrollments and completions for a one or all of your Direct Reports (Learners).
The report can be filtered to show all or a selection of training activities.

Log into the LMS.

Select the My Team icon.

My Team
icon

g HHS Learning Portal

The Joy of Learning Enabled Through Accessl L 1 0

Figure 1 — My Team icon in the Menu Bar

From the My Team page, select the Reports link in the left navigation menu.

02 - Team Video Announcements

Wiz are very excted to welcome you to the new 7.2 wersicn of the HHS Learning Porf]

The following video shows "How to Approve Orders as a Manager” (to maximize the
the bottom right corner of the videa screen),

LMS On-Demand Video: How to Approve O

Team Directory

Search

Learning

Plans

XSHHIS
Reports

In the Name field, type Enrollment Dashboard for Manager and select the
Search.

Figure 2 — Reports link in the left navigation menu

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)

Name l:l Category -Select One-
Report Template l:l@ Engine Type -Select One-

Configure | Save Search Query
Search

Figure 3 — Reports Search Screen
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Select the Actions link for the Enroliment Dashboard for Manager Report, then
Execute.

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).

Name Enroliment Dashboard fo Category -Select One-
Report Template l:l@ Engine Type -Select One-

Configure | Save Search Query Actions
Emait
Execute
Subscribe
Reports Print | Export | Modify T
Name Report Template Description Engine Type Acti.

Enrollment This report displays all learner
Dashboard for For:rntl}qlgmn:géPashboard enrollments for a given Hspﬂgﬁed Actions
Manager Manager's direct reports

Figure 4 — Reports search screen with an arrow pointing to the Execute link

To run the report for all of your Direct Reports in your supervisory chain, skip

searching for a Learner Name. To run the report for a specific Direct Report, Learner Name
select the Learner Name pick icon. pick icon

Report Parameters - Enrollment Dashboard for Manager /

Leamer Name @ /

Offering Start Date Afer 08/31/2016 &

Offering Start Date Before™ 11/29/2016 @

Show Scheduled Offerings

Show Self-Paced Offerings [

Show Physical Offerings [

ggﬁ?eﬁgglfc[)erltla%dglégtgnrolIs

Show Confirmed Enrolls

Show Back Orderad Enrolls [

Show Delivered/ Shipped Enrolls [

ig:«;\;\lrzar}rolls for Pending

Show Graph

Show Summary [

Sort by -Select One-

Show Terminated Users O

Display unformatted records O

Generate Report Cancel

Figure 5 — The Enrollment Dashboard for Manager report parameters screen
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Enter the First Name and/or Last Name of the Learner in the appropriate fields
and then select the Search button.

Search Person, Internal

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.

Population® Internal Username I:l

e R e
- (]
: =
Manager Search Depth* Direct Report Location |:|l§J

I
Domain l:l@ Person Type -Select One-

=
Security Roles -Select One- Manager |:|[§J

Include All Suborganizations [

Search

Figure 6 — The Search Person, Internal screen

Select the checkmark for the name of the Learner in the search results section.

People

Showing first 25 out of 31 results

Select First Mame Last Name Username

(] MIH Leamer NIHLEARNE]
(] MIH LEARNMNER NIHLEARNE]
(] MIH LEARMERDO1 NIHLEARNE

Figure 7 — The search results for the Search Person, Internal screen
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Insert a date range in the Offering Start Date After and Offering Start Date
Before date range using MM/DD/YYYY format.

Additional parameters to consider for report filtering:

Scheduled Offerings = Instructor-led training

Self-Paced Offerings = Online training

Physical Offerings = not used in NIH

Cancelled/Late Cancelled/Dropped Enrollments

Confirmed Enrollments

Back Ordered Enrollments = not used in NIH

Delivered/Shipped Enroliments = enroliments that have been
completed

Enrolliments Pending Approval

Show Graph = will display a graph that shows all direct reports
training statuses include Cancelled, Delivered, Pending Approval,
and Confirmed

Show summary = will display a graph that shows all direct reports
training statuses include Cancelled, Delivered, Pending Approval,
and Confirmed

Report Parameters - Enrollment Dashboard for Manager
Leamer Name NIHLEARNER &«
Offering Start Date After® 08/31/2016 &
Offering Start Date Before® 11/29/2016 @
Show Scheduled Offerings
Show Self-Paced Offerings ]
Show Physical Offerings ]
ggﬁ?eﬁsgfgltl)?;;gtznmlls
Show Confirmed Enrolls
Show Back Ordered Enrolls [
Show Delivered/ Shipped Enrolls [
igg:;far}rulls for Pending
Show Graph
Show Summary ]
Sort by -Select 0ne-
Show Terminated Users O
Display unformatted records O
Generate Report Cancel

Figure 8 — The Enrollment Dashboard for Manager report parameters screen
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Select the Generate Report button to continue.

To print the report or save as a *.PDF document, click the Print this report icon.

LRI L EE T =T

Enrollment Dashboard for Manager 01/09/2023

Learner Name
Job Type
Work Phone
Email

Print thi.
report

icon

Course Title Vversion Delivery session offering Package Location Registra  Registrat  Order order Results
Type Name Date tion ion Ttem Tnformation

Range Number  Status Status

Figure 9 — The report output screen for the Enroliment Dashboard for
Manager Report

Select the Export button on the Print to PDF message box.

Print to PDF e

Page Range:

@ All Pages
O Select Pages

From: l:l Export
ol ] button

Print to PDF:

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

‘ Export F

Figure 10 — Export button

Depending on the amount of data in the report, it could take a few minutes for the
LMS to export the report data into a pdf file. A notification will display at the

top of the screen in the Microsoft Edge browser when the pdf has been

created. Select the Open file link on the notification to open the pdf file in

Adobe Reader/Acrobat.

Open file

Downloads Boa -2 / link

le_enroll_base.rpt.pdf
L N
Open file

Figure 11 — Open file link

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

Page.
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Running the HHS Accounts: Deactivated/To-Be-Deactivated
Report

This report provides a list of learner accounts that will be deactivated by a
specific date or a list of learner accounts that have already been deactivated.
One practical application of this report is to set up a weekly subscription to the
report, having the report return what LMS accounts will be deactivated during the
following week. The learner account email addresses are provided on the report.

Log into the LMS.

Click the Admin icon.

P2 HHS Learning Portal

’-,' ‘,.-': The Joy of Learning Enabled Through Access! ~ NIH PeopleAdmin
Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

meople Internal People
Internal People

External People Manage internal people profiles.
Distribution Lists
Advanced Search
Plan Types
Plan Forms NEMES” 1 @’
Plans
Reports Learning i
link .
Competencies
Search
Prescriptive Rules
eports
Internal People MNew Internal Person
Message Center

Figure 2 — Reports link
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Enter HHS Accounts in the Name field and click the Search button.

Reports
(hover over the Actions link for options).

M

Report Template

Configure | Save Search Query

Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported

Category -Select One- -

&

Search

Search

/ button

Figure 3 — Name field and Search button

Click the Actions link for the HHS Accounts: Deactivated/To-Be-Deactivated

Report.

Reports
over the Actions link for options).

Name HHS Accounts

Report Template

Configure | Save Search Query

Reports

Name Report Template

HHS Accounts:
Deactivated/To-Be-
Deactivated Report

HHS Accounts:
Deactivated/To-Be-
Deactivated Report

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover

Category -Select One- hd
«J
Search
Print | Expart | Modify Table
Description Engine Type Actions

This report will provide a
list of learner accounts that
will be deactivated by a
specific date or a list of
learner accounts that have
already been deactivated.

Managed

peti
Repart Actions

Actions

7 link

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

Reports Execute
Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover link
over the Actions link for options).
MName HHS Accounts Category -Select One- -
Report Template @
Configure | Save Search Query Somrch S
Email
Reports Print | Export | Madify T E’:ebzi‘:be
Name Report Template Description Engine Type Actic
This report will provide a
. . list of | ts that
DeschatedToBe. DeacivatedTege. "I"Si”%.eedaerggg‘;?:g.ubr;z " anages Actions
Deactivated Report  Deactivated Report lspecmc date or a list of Report
earner accounts that have
already been deactivated.
Figure 5 — Execute link on the Actions activity menu
By default, the Report Type pull-down menu is populated as Deactivated. For
Learner accounts pending deactivation, select the To Be Deactivated option.
Report Parameters - HHS Accounts: Deactivated/To-Be- Report Type

|_—pull-down
menu

Deactivated Report

Report Type* Deactivated -

Deactivated
Select One ofthe following: To Be Deactivated

QOrganization ID (Use % to
include sub-orgs)

®

Or Domain
Parson Type -Select One- -

Mumber of Days (Mo entry will
return all available results for the
Deactivated report; Entry may not
be greaterthan 120 forthe To-
Be-Deactivated report)

Generate Report Cancel

Figure 6 — Report Type pull-down menu
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You must populate either the Organization ID or Domain fields. In this example,
the Organization ID field will be used — enter the Organization ID in the
organization ID field. You can use a percent symbol (%) as a wildcard field to
capture all the sub-Organizations.

Report Parameters - HHS Accounts: Deactivated/To-Be-
Deactivated Report

Report Type* To Be Deactivated -
Select One of the following:

Organization 1D (Use % to

include sub-orgs)

Or Domain

@

Persan Type -Select One- -

Number of Days (Mo entry will
return all available results for the
Deactivated report; Entry may not
be greater than 120 for the To-
Be-Deactivated report)

Generate Report Cancel

Figure 7 — Organization ID field

To filter the results for a specific Person Type, click the Person Type pull-down
menu. Filtering based on the Person Type is not required.

Organization ID

Report Parameters - HHS Accounts: Deactivated/To-Be-L~ field
Deactivated Report

Report Type* To Be Deactivated

Select One of the following:
Organization 1D (Use % to HN%
include sub-orgs)

Or Damain @’ Person Type

ull-down
Person Type -Select One- - < p
menu

MNumber of Days (No entry will
return all available results for the
Deactivated report; Entry may not

Commission Corps
Contractor
be greater than 120 forthe To- || ederal

Be-Deactivated report) Fellow
Intern

Generate Report Cancel

Figure 8 — Person Type pull-down menu
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The Number of Days field is only required for the To Be Deactivated version of
the report. Enter a value between 1 and 120 (1 day to 120 days in the future). For
the Deactivated version of the report, leave this field blank.

Report Parameters - HHS Accounts: Deactivated/To-Be-
Deactivated Report

Report Type* To Be Deactivated -

Select One of the following:
Organization ID (Use % to HMN%
include sub-orgs)

Number of
— Days field

Or Domain I&J?
Person Type -Select One- -

Mumber of Days (Mo entry will
return all available results for the
Deactivated report; Entry may not
be greater than 120 for the To-
Be-Deactivated repart)

Generate Report Cancel

Figure 9 — Number of Days field

Click the Generate Report button.

Report Parameters - HHS Accounts: Deactivated/To-Be-
Deactivated Report

Report Type* To Be Deactivated -

Select One of the following:

Organization ID (Use % to HN% Generate
include sub-orgs)

®

. Report
Or Domain
button
Person Type -Select One- hd

Number of Days (Mo entry will

return all available results for the
Deactivated report Entry may not - 120
be greater than 120 for the To-
Be-Deactivated report)

Generate Report Cancel

Figure 10 — Generate Report button
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To print the report, click the Print this report icon.

£ || faete |-[de J-

0o-|5
t

Py’ HHS Deactivated / To Be Deactivated Report
2 [Report Type: To Be Deactivated

(Organization ID:  HN%

Domain:

Person Type:

Print this
report
icon

Number of Days: 120

Last Login Deactivation

Date

Email Address

HHS ID Person Type Manager/

Supervisor

Last Name First Name

Figure 11 — Print this report button

Click the Export button on the Print to PDF message box.

Print to PDF

Page Range:

@ All Pages
(O select Pages

To:
[ ] Export
Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

—
‘ Export

Figure 12 — Export button
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Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at the
top of the screen in the Microsoft Edge browser when the pdf has been created.
Click the Open file link on the notification to open the pdf file in Adobe
Reader/Acrobat.

Downloads B Qa - 2

Open file

CrWebGP_Deactivations.rpt.pdf .
link

* Open file €—

Figure 13 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the HHS All Approvers by Org Report

This QRG provides instructions for generating the HHS All Approvers by Org
Report. This report creates a list of all Learners and their Approvers — the
Learner's Managers, Alternate Managers, and Additional Approver for Orders for
a specified Organization and sub-Organizations. This report is important for
verifying the approval chains for organizations.

Log into the LMS.

Click the Admin icon.

g HHS Learning Portal

The Joy of Learning Enabled Through Access!

L X

Admin
icon

NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Offerings

Subscription Orders

Subscription Order History

Easy Entry Templates

Session Templates

Audience Types

Catalog Guide

Packages

Tasks

Certificate Templates

Certificate Template Keywords

Categories

Certifications

Curricula

Blended Programs
Resources
Continuing Education Plans
Learning Administration
Legacy Assessments
Knowledge Base
Production Repository
Content Tools
Pricing

Reports

Title Course ID

=
Domain | & audience Type/Subtype

Configure | Save Search Query

Course

1}
Search

Mew Course |

Figure 2 — Reports link
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Enter “HHS AIllI” in the Name field and click Search.

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).
Search

field T~
m Category -Select One- -

=
Report Template | &

Configure | Save Search Query
Search

Reports

Figure 3 — Name field and Search button

Click the Actions link for the HHS All Approvers by Org Report.

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 HHS All Category -Select One- -
Report Template &
Configure | Save Search Query Actions
Search
7 link

Print | Export | Modify Table

Reports
Name Report Template Description Engine Type Actions
HHS Al This report returns all the
HHS All Approvers by learners in an org and lists their Managed )
Approvers by - Actions
Org Report Org Report Manager, Additional Approveron Report
Orders and Alternate Manager(s).

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

Reports
Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover Execute
over the Actions link for options).
/ link
Name HHS All Category -Select One- -
Report Template &

Configure | Save Search Query Actions
Search
Email

Execute
Print | Export | Modify T Subscribe

Reports
Name Report Template Description Engine Type Acti
HHS Al This report returns all the
HHS All Approvers by learners in an org and lists their  Managed '
Approvers by ” Actions
Org Report Org Report Manager, Additional Approver on  Report
Orders and Alternate Manager(s).

Figure 5 — Execute link on the Actions activity menu

Enter the Organization ID in the Organization ID field. You can use a percent
symbol (%) as a wildcard field to capture all of the sub-Organizations.

Org Name

Report Parameters - HHS ALl Approvers by Org Report+— fiels

Org Mame (Use % to include
sub-orgs )

Generate Report Cancel

Figure 6 — Org Name field
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Click the Generate Report link.

Generate
/ Report
Report Parameters - HHS ALl Approvers by Org Report button
Org Nam!a (Use % to include HMN%
sub-orgs)®
Generate Report Cancel
Figure 7 — Generate Report button
To print the report, click the Print this report icon.
Q0 - @,‘,é,l (% 8 10F2423 [ 100% |*

/ HHS All Approvers by Org Report

Org Code:

Last Name First Name HHS ID Org Name  Person Status Manager (HHS ID) Additional Approver on Alternate Manager (HHS ID)

Orders (HHS ID)

Figure 8 — Print this report button
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Click the Export button on the Print to PDF message box.

Print to PDF e

Page Range:

@ All Pages
(O select Pages

.

To:
Export

Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

— K&
‘ Export |

Figure 9 — Export button

Depending on the amount of data in the report, it could take up to five minutes for

the LMS to export the report data into a pdf file. A notification will display at the

top of the screen in the Microsoft Edge browser when the pdf has been created.

Click the Open file link on the notification to open the pdf file in Adobe Open file

Reader/Acrobat. / link

Downloads 0 Q

All Approvers Report by Org.pdf

Open file

Figure 10 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the HHS Certification/Curriculum
Compliance/Exception Report

This report delivers data on Learners in an Organization (or its Sub-Orgs) to
determine whether the Learner has completed a specific certification or
curriculum during a specified date range. The results can be further refined using
the Employee EOD Date, Certification/Curriculum Domain, and Person Type.

Log into the LMS.

Click the Admin icon.

Admin icon

P2 HHS Learning Portal

3 “\5 The Joy of Learning Enabled Through Access! L ¥ i NIH PeopleAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Feope Internal People
Internal People

External People Manage internal people profiles.

Distribution Lists

Advanced Search
Plan Types

Reports Plan Forms Names* - @
link Plans
Learning pL

Competencies

Search
Prescriptive Rules

Repors
Internal People Mew Internal Person

Message Center

Figure 2 — Reports link
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Select HHS Custom Reports from the Category pull-down menu and click the
Search button.

Reports Category pull-

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover over the Actions4=— down menu
link for options).

Search button

MName Category  -Select One- -

ral
Report Template LEJ

Configure | Save Search Query
Search

Reports

Figure 3 — Category pull-down menu and Search button

Click the Actions link for the HHS Certification/Curriculum Compliance/Exception
Report.

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).

Name Category HHS Custom Reports  ~

=
Report Template | &

Configure | Save Search Query

Search
Reports Print | Export | Madify Table
Name Report Template Description Engine Type Actions

This report returns all
the learners in an org
HHS All Approvers by HHS All Approvers by and lists their Manager, Managed
Org Report Org Report Additional Approver on  Report
Orders and Alternate
Manager(s).

Actions

Report on people in an

organization (or its sub- Actions

orgs) who have, or

have not, completed a / Iink

specific

certification/curriculum
HHS HHS during the date range
Certification/Curriculum  Certification/Curriculum  you specify. The results  Managed Actions
Compliance/Exception  Compliance/Exception  can be further refined Report i

Report Report using the employee
EOD Date,
Certification/Curriculum
Domain, and Person
Type. This report was
custom developed by
MIH

Figure 4 — Actions link

Click the Execute link on the Actions activity menu.
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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).

MName Category HHS Custom Reports

Report Template @

Configure | Save Search Query
Search

Reports Print | Export | Modify Table

Name Report Template Description Engine Type Actions

This report returns all

the learners in an org Execute

HHS All Approvers by HHS All Approvers by and lists their Manager, Managed Actions / .
Org Report Org Report Additional Approver on  Report : hAc‘tions Ilnk

Orders and Alternate

Manager(s). -
mail

Execute

Report on people in an ——

organization (or its sub-

orgs) who have, or

have not, completed a

specific

certification/curriculum
HHS HHS during the date range
Certification/Curriculum  Cerfification/Curriculum  you specify. The results  Managed
Compliance/Exception  Compliance/Exception  can be further refined Report
Report Report using the employee

EOQD Date,

Certification/Curriculum

Diomain, and Person

Type. This report was

custom developed by

MNIH

Figure 5 — Execute link on the Actions activity menu

Actions

For a Certification, click the Certification Title pick icon.

Certification

Report Parameters - HHS Certification/Curriculum Compliance/Exception Report
| Title pick icon

Select One of the following :
Certification Title [‘ ]

Curriculum Title
From Date*
To Date™

Organization ID (Use % to
include sub-orgs)*

EQOD Start Date (mm/dd/yyyy)
EOD End Date (mm/dd/yyyy)

Certification/Curriculum Domain

®

Person Type -Select One- ~
Report Type* -Select One- v

Person Status -Select One- v

Generate Report Cancel

Figure 6 — Certification Title pick icon
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Use the Name, Update On >=, Target Completion Duration <=, Past Credit
Duration <=, and/or Audience Type/Subtype fields and the Search button to
search for the Certification. Updated On

/ >= field

Name . .
. ~ Select Certifications
field /
h Updated On == @
Target Target Completion Duration Past Credit Duration ==
Completion _W & .
Duration <= Past Credit
field search Duration <=
\ field
Close \ Search
: : : . button
) Figure 7 — Name, Update On >=, Target Completion Duration <=, Past Credit
Audience Duration <=, and Audience Type/Subtype fields and the Search button
Type/Subtype
field Click the Select checkbox to select the Certification.
Select Certifications
Mame MIH Updated On == @
Target Completion Duration == Past Credit Duration ==
Audience Type/Subtype @
Configure | Save Search Query
Search
Certifications Print | Export | Modify Table
Select Showing 17 out of 17 results
checkbox
Select Name Version Available From Discontinued From Target Completion Duration Expires In
NIH Disability
N o ??;?rzler:gess 10 0112212010 1213/2010 30Days 365 Days
Certification
MIH Diversity
] Management 10 03/31/2010 03/08/2011 39 Days 365 Days
Training - NIDDK
NIH EEO Laws &
m Reeweens 1o 033112010 03/09/2011 30Days 365 Days
NIDDK

Figure 8 — Select checkmark
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For a Curriculum, click the Curriculum Title pick icon.

Report Parameters - HHS Certification/Curriculum Compliance/Exception Report
Curriculum
Carttation Tt )& Title pick icon
Gurriculum Title & &
From Date*
To Date™
QOrganization ID (Use % to
include sub-orgs)”
EOD Start Date (mm/dd/yyyy)
EOD End Date (mm/dd/yyyy)
Cerlification/Curriculum Domain ]
Person Type -Select One- ~
Report Type* -Select One- v
Person Status -Select One- v
Generate Report Cancel
Figure 9 — Curriculum Title pick icon
Use the Name, Update On >=, Discontinued From >=, Updated On >=, and/or
Target Completion Duration <= fields and the Search button to search for the
Curriculum.
Discontinued

Select Curricula

$ Discontinued From ==

L/ From >= field

/N

Updated On =5 @ Target Completion Duration ==
Target
N\. Completion
/ Configure | Save Search Query Search Duration <=
y\ field
Curricula
Search
Close
button

Figure 10 — Name, Update On >=, Discontinued From >=, Updated On >=, and
Target Completion Duration <= fields and the Search button

Click the Select checkbox to select the Curriculum.
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Select Curricula

MName NIH Discontinued From == L@
Updated On == L@ Target Completion Duration ==
Configure | Save Search Query
Search
Curricula Print | Export | Modify Table

Showing 2 out of 2 results

NIH Communication Skils 0711112011 09/15/2016 0 Days
Curricula
O MIH Core Curriculum 07/06/2011 0 Days
Close

Figure 11 — Select checkbox

Enter the From Date and To Date in the appropriate fields in MM/DDD/YYYY
format. Alternately, you can use the From Date and To Date pick icons to select
the date.

Human s~
Resources

Report Parameters - HHS Certification/Curriculum Compliance/Exception Report

Select One of the following - - . —
et O 1 TOHOWINg NIH Disability Awareness Training Cert &

™)

Curriculum Title

From Date™
To Date*

Organization 1D (Use % to
include sub-orgs)*

EOD Start Date (mm/dd/yyyy)
EOD End Date (mm/dd/yyyy)

Certification/Curriculum Domain [Z
Person Type -Select One- ~
Report Type* -Select One- v
Person Status -Select One- ~
Generate Report Cancel

From Date
pick icon

To Date
[~~~ pick icon

Figure 12 — From Date and To Date pick icons
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Enter the Organization ID in the Organization ID field. You can use a percent
symbol (%) as a wildcard field to capture all of the sub-Organizations.

Select One of the following :
Certification Title

Curriculum Title
From Date”™
To Date”

Organization ID (Use % to
include sub-orgs)*

EOD Start Date (mm/dd/yyyy)
EOD End Date (mm/dd/yyyy)
Certification/Curriculum Domain
Person Type

Report Type*®

Person Status

Report Parameters - HHS Certification/Curriculum Compliance/Exception Report

NIH Disability Awareness Training Cert ‘E

\E‘

01/01/2010
12/31/2010

@‘
-Select One- v

-Select One- v

-Select One-

Cancel

Organization ID
— field

Generate Report

Figure 13 — Organization ID field

To run a Compliance report, select Compliance from the Report Type pull-down menu.
Select Exception from the Report Type pull-down menu to run an Exception report.

Select One of the following :
Certification Title

Curriculum Title
From Date”
To Date®

Organization 1D (Use % fo
include sub-orgs)*

EOD Start Date (mm/dd/yyyy)
EOD End Date (mm/dd/yyyy)
Certification/Curriculum Domain
Person Type

Report Type*

Person Status

Report Parameters - HHS Certification/Curriculum Compliance/Exception Report

NIH Disability Awareness Training Cert @'

\El
01/01/2010
12/31/2010
HN%

@.
-Select One- e

-Select One- v
-Select One-

Exception

Generate Report Cancel

Report Type
L pull-down
menu

Figure 14 — Report Type pull-down menu

NOTE: A Compliance report will show Learners who completed the Certification/
Curriculum within the specified date range. An Exception report will show
Learners who did not complete the Certification/Curriculum within the specified

date range.
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Click the Generate Report button.

Report Parameters - HHS Certification/Curriculum Compliance/Exception Report

Select One of the following : p o -~ =7
oot Ol Toewing NIH Disability Awareness Training Cert/ &
Curriculum Title @
From Date” 01/01/2010 =
To Date” 12/31/2010 [
QOrganization ID (Use % to 0,
include sub-orgs)® HN®%
EQOD Start Date (mm/dd/yyyy)
EOD End Date (mm/dd/yyyy)
Certification/Curriculum Domain [z /
Person Type -Select One- ~
Report Type* Compliance +
Person Status -Select One- v
Generate Report Cancel

Figure 15 — Generate Report button
NOTE: The total Completion/Exception percentage appears at the bottom of
the last page of the report. Depending on the number of records in the report,
it may be necessary to click the Go to Last Page icon.

To print the report, click the Print this report icon.

O Oy (| S| D[ 1orr |- [100% |-

ﬁ/@ HHS Certification/Curriculum Compliance/Exception Report

Certification/Curriculum: NIH Training Cer

From Date: ~ 01/01/2010 EOD Start Date: Organization ID: HN%

Pr,nt th,s To Date: 12/31/2010 EOD End Date: Certification/Curriculum Domain:
Report Type: Compliance Person Status:
report
ORGID LAST NAME EIRSTNAME HHSID EODDATE PERSON COMPLETION % COMP
. TYPE DATE
icon

Figure 16 — Print this report button
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Click the Export button on the Print to PDF message box.

Print to PDF o

Page Range:

@ All Pages
O Select Pages

From: I:I
o ] Export

Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

| Eport A

Figure 17 — Export button

Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at

the top of the screen in the Microsoft Edge browser when the pdf has been
created. Click the Open file link on the notification to open the pdf file in

Adobe Reader/Acrobat.

Downloads B - P
Open file
CrWebGP_ComplianceExceptionCert.rpt.pdf link
" Open file ’v

Figure 18 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the HHS Course Catalog Report

This QRG provides instructions for generating the HHS Course Catalog Report.
This report allows a LMS Administrator to create a Course Catalog by Domain,
Course Title, Category, Delivery Type (Instructor-led, Web-based, or All),
Competency, and/or Job.

This report is especially useful to create the current list of the free SkillSoft online
courses that are available in the LMS. This can be done by selecting the HHS
Common Domain and select the Delivery Type of Web-Based.

Log on to the LMS.

Click on Admin icon. Admin

icon

g HHS Learning Portal

‘f The Joy of Learning Enabled Through Access! | ' : NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Offerings Title Course 1D

Subscription Orders Domain @ Audience Type/Subtype @

Subscri ;
Subscription Order History Configure ‘ Save Search Query

Easy Entry Templates Search

Session Templates
Course Mew Course |
Audience Types
Catalog Guide
Packages
Tasks

Certificate Templates

Certificate Template Keywords

Categories
Certifications
Curricula
Blended Programs
Resources
Continuing Education Plans
Learning Administration
Legacy Assessments
Reports Knowledge Base
Iink Production Repository
Content Tools
Pricing

Reports

Figure 2 — Reports link
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Enter HHS Course Catalog in the Name field and click the Search button.

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).
Search

field
$ Category -Select One- -

=
Report Template | &

Configure | Save Search Query
Search

Reports

Figure 3 — Name field and Search button

Click the Actions link for the HHS Course Catalog Report.

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).

MName HHS Course Catalog Category -Select One- -
(|

Report Template &

Configure | Save Search Query .

RSN, Actions
L link

Reports Print | Export | Modify Table

Name Report Template  Description Engine Type Actions

HHS This report enables an administrator

Course HHS Course Catalog  to pull a Course Catalog by Domain,  Managed Actions

Catalog Repart Course Title, Category, Delivery Repart -

Report Type, Competency and/or Job

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

Reports
Reports contain data that you can use for analysis and decision-making. They can be printed or exported {(hover
S . Execute
over the Actions link for options).
/ link
Learning m_
Name HHS Course Catalog Category -Select One- -
Report Template &
Configure | Save Search Query Actions
Search
Email
Execute
Reports Print | Export | Modify T~ Subscribe
Name Report Template  Description Engine Type Actic
HHS This report enables an administrator
Course HHS Course Catalog  to pull a Course Catalog by Domain, Managed Actions
Catalog Repart Course Title, Category, Delivery Repart o
Report Type, Competency andlor Job

Figure 5 — Execute link on the Actions activity menu

Click the Domain pick icon.

Report Parameters - HHS Course Catalog Report
Domain® @
Course Title
Category [E’j
Competency Mame @
Delivery Type -Select One- -
Keyword @
Display Course URL r
Generate Report Cancel

Figure 6 — Domain pick icon
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Enter the Domain name in the Name field and click the Search button. You can
also simply click the Search button to see all Domains.

Select Domain
Name Search

fIEId \\ / button
MName /

Search

Domains

Closa

Figure 7 — Name field and Search button

Click the Select checkbox.

Select Domain
MName
Search
Domains Print | Export
Select Name Parents
O cC Global = HHS = NIH
Select
CheCkbOX O CIT Global = HHS = NIH
5] HHS Common Global = HHS
O MIAID Global = HHS = NIH
O MNIH Global = HHS
5] MNIH Common Global = HHS = NIH
O MNIHTC Global = HHS = NIH
O ORS_ORF Global = HHS = NIH
Close

Figure 8 — Select checkbox
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Using the Delivery Type pull-down menu, select either All, Instruct-Led, or Web-

Based.
Report Parameters - HHS Course Catalog Report Delivery Type
- _~ pull-down
Domain* NIH Common &) menu
Course Title
Category =
Competency Name @
Delivery Type -Select One- -
Keyword @
Display Course URL r
Generate Report Cancel
Figure 9 — Delivery Type pull-down menu
Click the Generate Report button.
Report Parameters - HHS Course Catalog Report
Domain® NIH Common I Generate
Report
Course Title button
Categary @
Competency Name @
Delivery Type All -
Keyword @
Display Course URL r
Generate Report Cancel

Figure 10 — Generate Report button
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To print the report, click the Print this report icon.

QO

[% #1 1of1+

v 100% '~

Print this
report
icon

=

Course Title

Course Catalog Report

Domain: NIH Common
Course Title: N/A
Category: N/A
Competency Name: N/A

Keyword:

Course ID Description Category

Figure 11 — Print this report button

Click the Export button on the Print to PDF message box.

NIH)

Competency

Delivery Domain
Type

Open
Offering

Print to PDF e

Page Range:

@ All Pages
(O select Pages

.

To:

Print to PDF:

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

Export
button

|

Export

01/12/2023

Figure 12 — Export button
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Depending on the amount of data in the report, it could take up to five minutes for

the LMS to export the report data into a pdf file. A notification will display at the

top of the screen in the Microsoft Edge browser when the pdf has been created.

Click the Open file link on the notification to open the pdf file in Adobe Open file

Reader/Acrobat. / link
&

Downloads /Boa -

CrwebGP_Course_Catalog.rpt.pdf
" Open file

Figure 13 — Open file link

Print the file from Adobe Reader/Acrobat.

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

m National Institutes of Health | Office of Human Resources | hr.nih.gov

Office of Management
01/12/2023


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

Office of Management

Resources

_ Office of
N |H National Institutes of Health Humans=rs

Running the HHS Course Compliance/Exception Report by
Organization

This report delivers data on Learners in an Organization (or its Sub-Orgs) to
determine whether or not the Leaner completed a specific course during a
specified date range. This report returns only the last, most recent completion for
a Learner (in the event the Learner completed the course more than once in that
timeframe). The results can be further refined using the Employee EOD Date,
Course Domain, and Person Type.

Log into the LMS.

Click the Admin icon.
Admin icon

P2 HHS Learning Portal

3 ‘,.-': The Joy of Learning Enabled Through Access! L % o NIH PeopleAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

“eone Internal People
Internal People

External People Manage internal people profiles.

Distribution Lists

Advanced Search
Plan Types

Plan Forms VEMES ) @’

Reports Flans

Imk Learning ==

Competencies

Search
Prescriptive Rules

Reports
Internal People MNew Internal Person

Message Center

Figure 2 — Reports link
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Select HHS Custom Reports from the Category pull-down menu and click the
Search button.

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).

Category pull-

/ — down menu

Search a
N

Mame Category -Select One-

(]
Report Template Lf-iJ

Configure | Save Search Query
Search
button

Reports

Figure 3 — Category pull-down menu and Search button

Click the Actions link for HHS Course Compliance/Exception Report by
Organization.

This report will provide
competency

HHS Competency
Summary by Job
SeriesiOrganization

HHS Course Catalog
Report

HHS Course
Compliance/Exception
Report by Organization

HHS Competency
Summary by Job
Series/Organization

HHS Course Catalog
Report

HHS Courze
Compliance/Exception
Report by Organization

assessment informaitn
on learner, by job
series andior
organization.

This report enables an
administrator to pull a
Course Catalog by
Domain, Course Title,
Cateqgory, Delivery
Type, Competency
andfor Job

Report on people in an
organization {or its sub-
orgs) who have, or
have not, completed a
specific course or
equivalent during the
date range you specify.
The results can be
further refined using
the employee EQD
Date, Course Domain,
and Person Type. This
report was custom
developed by NIH.

Managed
Report

Managed
Report

Managed
Report

Actions

Actions

Actions

Actions

/ link

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

HHS Competency
Summary by Job
Series/Organization

HHS Course Catalog
Report

HHES Course
Compliance/Exception
Report by Organization

HHS Competency
Summary by Job
Series/Organization

HHS Course Catalog
Report

HHS Course
Compliance/Exception
Report by Organization

This report will provide
competency
assessment informaitn
on learner, by job
series andior
organization.

This report enables an
administrator to pull a
Course Catalog by
Domain, Course Title,
Category, Delivery
Type, Competency
andfor Job

Report on people in an
organization {or its sub-
orgs) who have, or
have not, completed a
specific course or
equivalent during the
date range you specify.
The results can be

Managed
Report

Managed
Report

Managed
Report

Actions

Action

Actions

Email
Execute
Subscribe

e

Execute link

further refined using
the employee EQD
Date, Course Domain,
and Person Type. This
report was custom
developed by MIH.

Figure 5 — Execute link on the Actions activity menu

Click the Course Title pick icon and then select the course title name into the

appropriate title field. Course Title

/ pick icon

Report Parameters - HHS Course Compliance/Exception Repo
Organization

Course Title (Equivalents incl. in
resulls)*

From Date*

To Date*

& &

Organization ID*

@

Include Child Organizations ¥}
ECD Start Date (mmiddfyyyy)

ECD End Date {(mmiddfyyyy)

®

Course Domain

-Select One-
-Select One-
-Select One-[v|

Person Type:

Person Status™

Report Type®

Generate Report Cancel

Figure 6 — Course Title pick icon
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Use the Title, Course ID, Domain, and/or Audience Type/Subtype fields and the
Search button to search for the course.

Course ID
Title ield
field W Select Course f
Title Course ID
y @ Audience Type/Subtype @
: Configure | Save Search Que
Domain / gure | Y Search
field
Courses \
Close
Figure 7 — Title, Course ID, Domain, and Audience Type/Subtype fields
and the Search button
Click the Select checkbox to select the course.

Select Course

Title MIH Course D

Domain @ Audience Type/Subtype @

Configure | Save Search Query

Search
Select 12345 Next[P]
checkbox Courses Print | Export | Modify Table

Showing first 25 out of 1260 results

Select Version Course 1D Title
5] 06.12.2015 MIHEDI2 MIH Prevention of Sexual Harassment Online Training
O 1 MIHZWMIP20131223  NIH 2-Way Match Invoice Processing

Figure 8 — Select checkbox
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Enter the From Date and To Date in the appropriate fields in MM/DDD/YYYY
format. Alternately, you can use the From Date and To Date pick icons to select
the date.

From Date
Report Parameters - HHS Course Compliance/Exception Report by [ _— pickicon
Organization

Course Title (Equivalents incl. in

results)* NIH Prevention of Sexual Harass
From Date®
To Date™ @
Organization 1D~ @ To Date
Include Child Organizations [ I pick icon
ECD Start Date (mm/ddfyyyy)
EOD End Date (mmiddiyyyy)
Course Domain @
Person Type: -Select One-
Person Status* -Select One-
Report Type* -Select One-
Generate Report Cancel

Figure 9 — From Date and To Date pick icons
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Enter the Organization ID in the Organization ID field. Alternately, you can use
the Organization ID pick icon to select the Organization ID.

Report Parameters - HHS Course Compliance/Exception Report by o

, ) Organization ID
Organization ¢ pick icon
e (FauEEmE e IN - NIH Prevention of Sexual Harassm|&]
From Date® 01/01/2012 =
To Date* 12/31/2014 @
Organization 1D* @
Include Child Organizations W
ECD Start Date (mm/ddfyyyy)
ECD End Date (mmiddfyyyy)
Course Domain @
Person Type: -Select One-
Person Status® -Select One-
Repart Type* -Select One-

Generate Report Cancel
Figure 10 — Organization ID field
Use the Name field and the Search button to search for an Organization ID.
Name field
.. Search
Select Internal Organizations
/ button

Name | | Numoer | |

City | | Audience Type | |l§J’

Configure | Save Search Query

Search

Internal Organizations

Close

Figure 11 — Name field and Search button

m National Institutes of Health | Office of Human Resources | hr.nih.gov

Office of Management
01/12/2023



Office of Management

.5 Office of
m) National Institutes of Health ORSRS Human m=rs>

Resources

Click the Select checkbox to select the Organization.

Select Internal Organizations

Name |HN | Number | ‘
ciy | | Audience Type | ‘@
Configure | Save Search Query
Search
Select \ 12345 ... NextDl
checkbox Internal Organizations Print | Export | Modify Table
owing first 40 out of 3777 results
Name Number City
(] HM 00010462
O HN2 00010513
O HN21 00006477

Figure 12 — Select checkbox
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By default, the Include Child Organizations checkbox is selected. To only view
results for a single Organization ID, remove the checkbox.

Report Parameters - HHS Course Compliance/Exception Report by

Include Child Organization
Organizations
checkbox %i”jf;jitle (Equivalents incl. in NIH Prevention of Sexual Harassm@
01/01/2012 &
12/31/2014 =
Organization ID* HN @
Include Child Organizations [

EOD Start Date (mmiddiyyyy)

ECD End Date (mmiddfyyyy)

Course Domain ]
Person Type: -Select One-
Person Status® -Selact One-
Report Type* -Select One-
Generate Report Cancel

Figure 13 — Include Child Organizations checkbox

Select the Person Status pull-down menu and select Active Accounts Only, All
Accounts, or Deactivated Accounts only.

Report Parameters - HHS Course Compliance/Exception Report by
Organization

Course Title (Equivalents incl. in - (|
. NIH Prevention of Sexual Harassm £/

results)®
rrom b 01/01/2012 = Person Status
To Date” 12/31/2014 @
Organization 1D* HN @ / fnueli;:own
Include Child Organizations [
ECD Start Date (mm/dd/yyyy)
ECD End Date (mm/ddfyyyy)
Course Domain E’
Person Type: -Select One-
Person Status* -Select One-
Active Accounts Only
Report Type* All Accounts

Deactivated Accounts Only

Generate Report Cancel

Figure 14 — Person Status pull-down menu
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To run a Compliance report, select Compliance from the Report Type pull-down
menu. Select Exception from the Report Type pull-down menu to run an
Exception report. Select All to view both Compliance and Exception information

in the same report.

Report Parameters - HHS Course Compliance/Exception Report by
Organization
i e (FQUNEENS EL N N1H Prevention of Sexual Harassm (&)
From Date* 01/01/2012 =
ToDate? 12/31/2014 @ Report Tvpe
Organization ID* HN &« P yp
pull-down
Include Child Organizations 7] menu
ECD Start Date (mm/ddlyyyy)
ECD End Date (mm/dd/iyyyy)
Course Domain
Person Type: -Select One-
Person Status* Se.letOn- nts Only
Report Type* All
Exception
Generate Report Cancel
Figure 15 — Report Type pull-down menu
NOTE: A Compliance report will show Learners who completed the Course
within the specified date range. An Exception report will show Learners who
did not complete the Course within the specified date range.
Select the Generate Report button.
Report Parameters - HHS Course Compliance/Exception Report by
Organization
e Tre (Fauvasn= Nl 0 N Prevention of Sexual Harassm/(&] Generate
From Date* 01/01/2012 =
To Date* 12/31/2014 & Report
Organization ID* HN 5] button
Include Child Organizations [}

ECD Start Date {mmiddfyyyy)

ECD End Date (mm/dd/iyyyy)

Course Domain @
Person Type: -Select One-
Person Status* Active Accounts Only
Report Type* All
Generate Report Cancel

Figure 16 — Generate Report button
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To print the report, click the Print this report icon.

oo-“w_},ﬁ C% 8| tofte |+ 100% |+

{ _/@ HHS Course Compliance/Exception Report by Organization
Print this Course Title: NIH Prevention of Sexual Harassm h
repo rt From Date:  pq/91/2012 EOD Start Date: Course Domain:
To Date: 12/31/2014 EOD End Date: Person Status:  Active
icon org ID: HN Include Child Org: True Person Type:
Report Type: All
Summary
Total Records: 41,576 # Complete: 7,808 # Incomplete: 33,768
% Complete: 19 % Incomplete: 81

ORGID LASTNAME FIRST NAME HHS ID EODDATE PERSON TYPE MANAGER COMPLETION PAY.

DATE

Figure 17 — Print this report icon

Click the Export button on the Print to PDF message box.

Print to PDF s

Page Range:

@® Al Pages
O Select Pages
To:
[ ] Export
Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/
_K_
‘ Export

Figure 18 — Export button
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Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at
the top of the screen in the Microsoft Edge browser when the pdf has been

created. Click the Open file link on the notification to open the pdf file in Open il
Adobe Reader/Acrobat. ,p en jie
/ link
Downloads O a - éy
CrWebGP_ComplianceExceptionCourse.rpt (1).pdf
" Openfile
See more

Figure 19 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the HHS Course Enrollment Details Report

The Course Enroliment Details report enables administrators to identify by
course, all learner enroliment and completion details for a given date range.
Log into the LMS.

Click the Admin icon.

icon

2 HHS Learning Portal Admin

The Joy of Learning Enabled Through Access! " ){ : E NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Offerings Title Course ID

. s
Subscription Orders Domain | & Audience Type/Subtype M4

Subscription Order History Configure | Save Search Query

Easy Entry Templates Search

Session Templates
Course Mew Course |

Audience Types

Catalog Guide

Packages

Tasks

Cerificate Templates

Certificate Template Keywords

Categories

Certifications

Curricula

Blended Programs
Resources
Continuing Education Plans
Learning Administration
Legacy Assessments
Knowledge Base
Production Repository

Content Tools

Pricing

Reports

Figure 2 — Reports link
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Enter HHS Course Enroliment Details in the Name field and click the Search
button.

Resources

Reports
. . . . . _ Search
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). button
<
MName Category -Select One- -
il
Report Template &
Configure | Save Search Query
Search
Figure 3 — Name field and Search button
Click the Actions link.
Reports
Reports contain data that you can use for analysis and decision-making. They can be print
Name |hhs course enrollment deta| Category -Select One- v
Report Template | |_£’ Engine Type -Select One- v
Configure | Save Search Query
Search
Actions
. . link
Reports Create New Report | Print | Export | Modify Table
Name Report Template  Description Engine Type Actions
The Course Enrollment Details report
HHS Course enables administrators to identify by
Enrollment EHS”COWISE il course, all learner enrollment and léﬁanaged Actions
Details nrofiment Letails completion details for a given date €po
range.

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (

. Erecu

link
Name |hhs course enroliment deta| Category -Select One- d
Report Template | |_Q’_ Engine Type -Select One- v
Configure | Save Search Query Actions
Email
Execute
Reports Create New Report | Print | Export | M SUPSCTbe
Name Report Template  Description Engine Type
The Course Enroliment Details report
HHS Course enables administrators to identify by
Enroliment EHSHCOWIS% tail course, all leamer enrcliment and Qanaged Actions
Details nrofiment Letails completion details for a given date €po

range.

Figure 5 — Execute link on the Actions activity menu

Click the Course Title pick icon.

Report Parameters - HHS Course Enrollment Details

Course Title* _Q_’\ Course
. Title pick

Starting Enrollment Date* ~——
icon
Ending Enrollment Date*
Person Type -Select One- v
Organization 1D _Q_’
Include Child Crganization O
Enrallment Status -Select One- LY

Generate Report Cancel

Figure 6 — Course Title pick icon

m National Institutes of Health | Office of Human Resources | hr.nih.gov

Office of Management
01/12/2023



Office of
Human s~
Resources

N |H National Institutes of Health
Office of Management

You can search for a course using the Title, Course ID, or Domain fields. Click
the Search button to continue.

Title Select Course Course ID
field T~ | _— field
Title Course ID /
& &
Diomain L&J Audience Typel/Subtype L&J
onfigure | Save Search Query
/ Search
Domain AS
1 Search
field T~
button
Courses
Close
Figure 7 — Title, Course ID, and Domain fields and Search button
Click the Select checkmark for the course.
Select Course
Title The Mo FEAR Act Course ID
Domain @ Audience Type/Subtype @
Configure | Save Search Query
Search
Courses Print | Export | Modify Table
Showing 3 out of 3 results
Select Select Version Course ID Title
checkbox \ 5] 20 EDB018 The No FEAR Act
m 22 FGOV_D1_AD1_BS_ENUS The No FEAR Act
\ 5] 22 FGOV_01_A17_LC_ENUS The No FEAR Act
Close

Figure 8 — Select checkbox
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Specify the date range for the report using the Starting Enroliment Date and
Ending Enroliment Date fields. You can manually enter a date in MM/DD/YYYY
format or use the Starting Enroliment Date and Ending Enroliment Date pick
icons.

Report Parameters - HHS Course Enrollment Details Starting
Enrollment

: vl — .y .
Course Title® The NO FEAR ACt / Date ple icon
Starting Enrollment Date*® ¥

Ending Enrollment Date*®

Person Type -Select One- v

Organization |D Ending
Enrollment

Include Child Organization O ~~ .y .
Date pick icon

Enrollment Status -Select One- v

Generate Report Cancel

Figure 9 — Starting Enrollment Date and Ending Enrollment Date
fields and pick icons

The Person Type, Organization ID and Enrollment Status parameters are
optional for the report. You can choose specific values to narrow the focus of the
report or skip selecting a value to include all Person Types, Organization IDs and
Enroliment Statuses.

Click the Generate Report button to create the report.

Report Parameters - HHS Course Enrollment Details Person Type
. pull-down
Course Title* The No FEAR Act Y — menu
Starting Enrollment Date* 01/01/2023
Organization
Ending Enroliment Date* 01/12/2023

. ID picker
Person Type -Select One- v /
Organization 1D HNA G"/ Enrollment

Include Child Organization |__—— Status pull-
Enroliment Status -Select One- v M’ down menu

Generate
Generate Repoanwl—- Report

button

Figure 10 — Person Type and Enrollment Status pull-down menus,
Organization ID text field, and Generate Report button
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Click the Print this report icon.

00-[&l&| o | [ ]-

i}

s

Print this
report
icon

p——
“

@ HHS Course Enroliment Details

Course Name: The No FEAR Act

POS ORG

Starting Enrollment Date:  01/01/2023 Person Type: Enroliment Status:
Ending Enroliment Date: ~ 01/12/2023 Organization ID: HNA Include Child Org: True
LASTNAME FIRSTNAME  HHSID EMAIL ORGID PERSON_TYPE STATUS ENROLLMENT ENROLLMENT  START

Figure 11 — Print this report button

Click the Export button on the Print to PDF message box.

OFFERING ID COMPLETION

Print to PDF

Page Range:

@® All Pages
O Select Pages

L]
]

From:

To:

Print to PDF:

Export
button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

— £
‘ Export

Figure 12 — Export button
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Depending on the amount of data in the report, it could take up to five minutes
for the LMS to export the report data into a pdf file. A notification will display at
the top of the screen in the Microsoft Edge browser when the pdf has been
created. Click the Open file link on the notification to open the pdf file in Adobe

Reader/Acrobat.

Downloads Boa - 2

CrwebHHS_Course_Enroliment_Details.rpt (2).pdf
* Openfilz g .
< Open file

Figure 13 — Open file link link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page for help or assistance.
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Running the HHS Course Enrollment Details by Audience
Type Report

The Course Enroliment Details by Audience Type report enables Learning
Administrators to identify all Learner enrollment details for a given date range
including the course, Organization, and Audience Type/Sub-Type. This report
provides the option to return course enrollments by Organization grouped by all
of the Learner’s Audience Type/Sub-Types, or just for a specific Audience
Type/Sub-Type.

Log into the LMS.

Click the Admin icon.

b HHS Learning Portal Admin

icon

The Joy of Learning Enabled Through Access! L ){ : E NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

ba‘“g Courses

Offerings Title Course ID

i =l
Subscription Orders Domain & audience Type/Subtype ]

Sub .
Subscription Order History Configure ‘ Save Search Query

Easy Entry Templates Search

Session Templates
Course Mew Course |
Audience Types
Catalog Guide
Packages
Tasks
Cerificate Templates
Cerlificate Template Keywords
Categories

Ceriifications

Reports i
Iink Blended Programs

Resources

Continuing Education Plans

Learning Administration

Legacy Assessments

Knowledge Base
Production Repository

&nlenﬂoo\s

Pricing

Reports

Figure 2 — Reports link
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Enter HHS Course Enrollment Details by Audience Type in the Name field and
click the Search button.

Reports
. . . . . _ Search
Name 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). button
field N\

MName Category -Select One- -

Report Template @

Configure | Save Search Query

Search
Figure 3 — Name field and Search button
Click the Actions link.

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 HHS Course Enrollment Category -Select One- -

Report Template @

Configure | Save Search Query

TEDEL Actions
link
Reports Print | Export | Maodify Table
Name Report Template  Description Engine Type Actions

The Course Enroliment Details by
Audience Type report enables
administrators to identify by course,
organization, and Audience

HHS Course Type/Sub-Type, all learmner

Enrollment HHS Course : ;
Details by Enrollment Details enroliment details forg given date Managed Actions
Audience by Audience Type ran_ge. The report provides the Report
Type optlonto_retyrn course enrollments

by organization grouped by all of the

learner's Audience Type/Sub-
Types, or just for a specific
Audience Type/Sub-Type.

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

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).

Execute

link

MName HHS Course Enrollment Category  -Select One- -

ral
Report Template &J

Configure | Save Search Query

Search
Reports Print | Export | Modify T/ Actions
Email
Name Report Template  Description Engine Type Acti¢ Execute
Subscribe
The Course Enrallment Details by
Audience Type report enables
administrators to identify by course,
HHS Course organization, and Audience
Enrollment HHS Course TypeliISub—‘tl'gépc:, _Elnllflearne_r dat " d
Details by Enrollment Details ?anrgoemTenne r: ?ns ?orv?dglget;e ate R:”Eﬂe Actions
Audience by Audience Type _g : port p P
Type option to return course enraliments
by organization grouped by all of the

learner's Audience Type/Sub-
Types, or just for a specific
Audience Type/Sub-Type.

Figure 5 — Execute link on the Actions activity menu

Click the Course Title pick icon.

Report Parameters - HHS Course Enrollment Details by Audience Type

&

Course Title* L &
Course Equivalents 0O \ COUrSe
Starting Enrollment Date* i \ Title p,'ck

Ending Enrallment Date (2 year - .
max)® icon

Person Type -Select One- ~

Organization ID

Enroliment Status -Select One- ~
Audience Type/Sub-Type* \E
. —
Exempt Audience Type &
Generate Report Cancel

Figure 6 — Course Title pick icon
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You can search for a course using the Title, Course ID, or Domain fields. Click
the Search button to continue.

Title Select Course Course ID
field T~ | _— field
Title Course ID /
& &
Diomain L&J Audience Typel/Subtype L&J
onfigure | Save Search Query
/ Search
Domain AS
1 Search
field T~
button
Courses
Close
Figure 7 — Title, Course ID, and Domain fields and Search button
Click the Select checkmark for the course.
Select Course
Title The Mo FEAR Act Course ID
Domain @ Audience Type/Subtype @
Configure | Save Search Query
Search
Courses Print | Export | Modify Table
Showing 3 out of 3 results
Select Select Version Course ID Title
checkbox \ 5] 20 EDB018 The No FEAR Act
m 22 FGOV_D1_AD1_BS_ENUS The No FEAR Act
\ 5] 22 FGOV_01_A17_LC_ENUS The No FEAR Act
Close

Figure 8 — Select checkbox
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To use Course Equivalents in the report, select the Course Equivalents
checkbox (this is optional).

—

Report Parameters - HHS Course Enrollment Details by Audience Type

"”"‘4\ The No FEAR Act &
Course Equivalents O

Starting Enroliment Date® 1 Iy

Ending Enroliment Date (2 year
max)™

Person Type -Select One- v

Organization 1D

Enroliment Status -Select One- v
Audience Type/Sub-Type™ |El
Exempt Audience Type & |
Generate Report Cancel

Figure 9 — Course Equivalents checkbox

Specify the date range for the report using the Starting Enroliment Date and
Ending Enroliment Date fields. You can manually enter a date in MM/DD/YYYY
format or use the Starting Enroliment Date and Ending Enroliment Date pick

icons.

hr.nih.gov

Resources

Report Parameters - HHS Course Enrollment Details by Audience Type

Course Title* The No FEAR Act &

= _—
Course Equivalents O /
Starting Enrollment Date® i [

Ending Enrollment Date (2 year
max)*

Person Type -Select One- ~

Organization 1D

Enrollment Status -Select One- hd
Audience Type/Sub-Type® |E.
Exempt Audience Type @
Generate Report Cancel

Starting
Enroliment
Date pick icon

Ending
~ Enrollment
Date pick icon

Figure 10 — Starting Enroliment Date and Ending Enrollment Date
fields and pick icons
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Select the Audience Type/Sub-Type pick icon.

Report Parameters - HHS Course Enrollment Details by Audience Type
Course Tite® The No FEAR Act 4 Mandatory
Course Equivalents O Audience
Starting Enroliment Date” 01/01/2013 / T}.lpe./SUb-Type
pick icon
Eqr;?!;g Enrollment Date (2 year 12/31/2013
Person Type -Select One- v
Qrganization 1D
Enrollment Status -Select One- v
Audience Type/Sub-Type” |EI
Exempt Audience Type @’
Generate Report Cancel

Figure 11 — Audience Type/Sub-Type pick icon

From the Audience Type/Sub Type pull-down menu, select Audience Sub Type.

Audience
Type/SubType
// pull-down menu

Select Audience Type / Audience Sub Type

Mame ‘ | Audience Type/SubType Audience Type

Show System Generated [ ]

Search

Select Audience Type

Close

Figure 12 — Audience Type/SubType pull-down menu
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Enter the name of an Audience SubType in the Name field and select the
Search button. You can use the percent symbol (%) to perform a wildcard
search. To return all completions for all of NIH, enter NIH — all in the Audience

Type/Sub-Type field.

Select Audience Type / Audience Sub Type

h| | Audience Type/SubType Audience SubT}’PE

Show System Generated [ ]

Name field ~

Search

Close

Figure 13 — Name field and Search button

Select the checkbox for the name of the Audience SubType to use it in the
report.

Select Audience Type / Audience Sub Type

Name Audience Type/SubType Audience SubType

Show System Generated [ |

Search

Select Select Audi Sub T P E
elect Audience Su int rt
checkbox ype b

Showing 1 out of 1 results

\Select Name

] MIH Supervisors

Figure 14 — Select checkbox
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To include Exemptions on the report, select the Exempt Audience Type pick
icon (this step is optional).

Report Parameters - HHS Course Enrollment Details by Audience Type

Course Title* The No FEAR Act \E’ Exempt

Course Equivalents O Audience Type
Starting Enroliment Date™ 01/01/2013 : / piCk icon

Ending Enrollment Date (2 year o

maxy” 12/31/2013

Person Type -Select One- v

Organization 1D

Enrollment Status -Select One- v
Audience Type/Sub-Type* NIH Supervisors @
Exempt Audience Type @
Generate Report Cancel

Figure 15 — Exempt Audience Type/Sub-Type pick icon

From the Audience Type/SubType pull-down menu, select Audience SubType.

Select Audience Type / Audience Sub Type

Audience
Type/SubType
pull-down menu

Name | | Audience Type/SubType Audience Type

Show System Generated [ |

Search

Select Audience Type

Close

Figure 16 — Audience Type/SubType pull-down menu
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Enter the name of an Exempt Audience SubType in the Name field and select
the Search button. You can use the percent symbol (%) to perform a wildcard
search.

Select Audience Type / Audience Sub Type

$ ‘ ‘ Audience Type/SubType Audience SubT}'PE

Show System Generated [

Name field ~—

Search

Select Audience Sub Type
Search

button
Close

Figure 17 — Name field and Search button

Select the checkbox for the name of the Audience SubType to use it in the
report.

Select Audience Type / Audience Sub Type

Name FLSA Audience Type/SubType Audience SubType

Show System Generated [

Search

Select

checkbox Select Audience Sub Type Print | Export

Showing 1 out of 1 results

ilect Name
=] FLSA 2016 Exemptions

Figure 18 — Select checkbox
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The Person Type, Organization ID and Enroliment Status parameters are
optional for the report. You can choose specific values to narrow the focus of the
report or skip selecting a value to include all Person Types, Organization IDs and
Enrollment Statuses.

Enter a percent symbol (%) as a wildcard in the Organization ID field to capture
all the sub organizations.

Click the Generate Report button to create the report.

Report Parameters - HHS Course Enrollment Details by Audience Type

Person Type

Generate Report Cancel

Figure 19 — Person Type and Enrollment Status pull-down menus,
Organization ID text field, and Generate Report button

Click the Print this report icon.

Course Tite* The No FEAR Act & ~ pull-down
Course Equivalents O menu
Starting Enroliment Date* 01/01/2013 Organization
Egcii;g Enroliment Date (2 year 12/31/2013 — ID teth'eId
Person Type -Select One- v Enrollment
Organization ID - Status pull-
Enroliment Status -Select One- v /— down menu
Audience Type/Sub-Type* NIH Supervisors ] Generate
Exempt Audience Type FLSA 2016 Exemptions & - Report
/ button

0O0- [ &) i) torrs |-[A]~

{(’ HHS Course Enroliment Details by Audience Type

Course Name:

The No FEAR Act

Print thiS Course Equivalents: False Organization ID:

report Starting Enrollment Date:  01/01/2013 Enroliment Status:

icon Ending Enrollment Date:  12/31/2013 Audience Type: NIH Supervisors
Person Type: Exempt Audience Type: FLSA 2016 Exemptions

POS ORGID

ORG

LAST
NAME

FIRST
NAME

HHSID

EMAIL ADDRESS PERSON STATUS ENROLLMENT ENROLLMENT START OFFERING
STATUS

TYPE

DATE DATE ]

COMPLETION SUPERVISORY

DATE

CODE

Figure 20 — Print this report button
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Click the Export button on the Print to PDF message box.

Print to PDF N

Page Range:

® All Pages
O Select Pages

From:

[ ]
B |:| Export

Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

—
‘ Export |

Figure 21 — Export button

Depending on the amount of data in the report, it could take up to five minutes
for the LMS to export the report data into a pdf file. A notification will display at
the top of the screen in the Microsoft Edge browser when the pdf has been
created. Click the Open file link on the notification to open the pdf file in Adobe

Reader/Acrobat.
Downloads BQ - P
CrwebHHS_Course_Enroliment_DetailbyAudience.rpt (2...
" Open file \L Openfile
Figure 22 — Open file link link

Print the file from Adobe Reader/Acrobat.

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

This report delivers the roster details for offerings of a given Owner, Course or
Domain in a specified date range — the date range cannot exceed one (1) year.
Log into the LMS.

Click the Admin icon.

Admin icon

g HHS Learning Portal

The Joy of Learning Enabled Through Access! | ' : NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Offerings Title Course ID

— —
Subscription Orders Domain | audience Type/Subtype &

Subscription Order History Configure | Save Search Query

Easy Entry Templates Search

Session Templates
Course Mew Course |
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
Resources
Continuing Education Plans
Leaming Administration
Legacy Assessments
Knowledge Base
Production Repository
Content Tools

Pricing

Reports

Figure 2 — Reports link
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Enter HHS Enrollment Snapshot in the Name field and click the Search button.

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).

Search

/ button

Name
field T~
m Category -Select One- -
Report Template @
Configure | Save Search Query
Search

Reports

Figure 3 — Name field and Search button

Click the Actions link for the HHS Enroliment Snapshot Report.
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).

T m_

Name HHS Enrollment Snapshot Category -Select One- -

Report Template @

Configure | Save Search Query .
Search Actions

/ link

Reports Print | Export | Madify Table

Name Report Template  Description Engine Type Actions

This reportreturns a snapshot of
roster details for offerings of a given

HHS owner, course or domain in a given

date range. ** Mote: One of the Managed

Enrollment HHS Enroliment Actions
Snapshot Snapshot Report following parameters shall also be  Report o
Report required: Offering Owner, Course

ID, Domain. The Date range notto
exceed one year.

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

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).

link

Mame HHS Enrollment Snapshot Category -Select One- -

—
Report Template &

Configure | Save Search Query

Search .
Actions
Reports - ’ Email
P Print | Export | Modify T .
Subscribe
Name Report Template  Description Engine Type Actic
This report returns a snapshot of
roster details for offerings of a given
HHS owner, course or domain in a given
Enrollment HHS Enrollment date range. ** Mote: One of the Managed Actions
Snapshot Snapshot Report following parameters shall alsobe  Report i

Report required: Offering Owner, Course
ID, Domain. The Date range notto
exceed one year.

Figure 5 — Execute link on the Actions activity menu

In addition to the mandatory From Date and To Date fields, you must populate
the Offering Owner, Customer Service Representative, Course ID, or Domain
fields. Use the respective pick icons to select the Offering Owner, Course ID, or
Domain. In this example, Domain will be used — click the Domain pick icon.

Report Parameters - HHS Enrollment Snapshot Report

From Date*

To Date(Date range not to
exceed 1year)*

Select one of the following
Offering Owner

=

Offering Customer Service
Representative

Course ID

@ @ @

Domain
Offering Status* Open - Normal ~

Select to display column in report 0
output: Display Course Title

Display Delivery Type 0
Display Offering Status
Display Offering Date Cancelled

Display Customer Service
Representative

Display Instructor

OO0 O 00

Display NIHTC Max Count

Generate Report Cancel

Figure 6 — Offering Owner, Customer Service Representative,
Course ID, and Domain pick icons

m National Institutes of Health | Office of Human Resources | hr.nih.gov

Office of Management
01/12/2023



Office of

Human s~
Resources

National Institutes of Health
Office of Management

Click the Search button.

Search
Select Domain button
Mame /
Search
Domains
Close
Figure 7 — Search button
Click the Select checkbox to select the Domain.
Select Domain
Mame
Search
Domains Print | Export
Select
checkbox Select Name Parents
] CC Global = HHS = NIH
] cIT Global = HHS = NIH
] HHS Commaon Global = HHS
o NIAID Global = HHS = NIH
] MIH Global = HHS
(] MIH Comman Global = HHS = NIH
=] MIHTC Global = HHS = NIH
] ORE_ORF Global = HHS = NIH
Close

Figure 8 — Select checkbox
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Enter the From Date and To Date in the appropriate fields in MM/DDD/YYYY
format. Alternately, you can use the From Date and To Date pick icons to select
the date.

Repgrt Parameters - HHS Enrollment Snapshot Report

e
From Date* ama, //—_

To Date(Date range not to Aty

exceed 1 year)”
Select one of the following: Q’I

Offering Owner

Offering Customer Service G’
Representative _
Course ID &’

) 7
Domain HHS Common £
Offering Status® Open - Normal v

Select to display column in report 0
output: Display Course Title

Display Delivery Type O
Display Offering Status
Display Offering Date Cancelled

Display Customer Service
Representative

Display Instructor

OO0 0O 00O

Display NIHTC Max Count

Generate Report Cancel

Figure 9 — From Date and To Date pick icons

NOTE: The date range cannot exceed one (1) year.
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By default, the Offering Status field is populated with Open-Normal. Click the
Offering Status pull-down menu to select another value.

Report Parameters - HHS Enrollment Snapshot Report

From Date” 01/01/2016
To Date(Dati t ti
exceed 1yeanyr 01/01/2017

Select one of the following:
Offering Owner

Offering Customer Service

/ Re & ®

Representative

Course 1D

Domain HHS Common

Offering Status* Open - Normal v

SEtISE::tBi?sipslzljsézilérgr“liitlrerepm I'Cancelled - Normal Offer'
Delivered - Normal [ ng

Dizplay Delivery Type Open - Normal status

Display Offering Status ]

Display Offering Date Cancelled

Display Customer Service
Representative

Display Instructor

O
O
O
O

Display NIHTC Max Count

Generate Report Cancel

Figure 10 — Offering Status Pull-Down Menu
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Click the Generate Report icon.

Report Parameters - HHS Enrollment Snapshot Report

From Date* 01/01/2016
To Date(Date range not to 01/01/2017

exceed 1 year)*

Select one of the following:
Offering Owner

Offering Customer Service
Representative

Course ID

Domain HHS Common
Offering Status® Open - Normal v

Select to display column in report
output: Display Course Title

Display Delivery Type
Display Offering Status
Display Offering Date Cancelled

Display Customer Service
Representative

Display Instructor

OO0 0O ooo O

Display NIHTC Max Count

Generate Report

I-e\_

® @ &

Cancel

To print th

Figure 11 — Generate Report button

e report, click the Print this report icon.

Generate
Report
button

0o- & &l

¥ 1o |- [100 -

B

Print this /
report

t2 HHS Enrollment Snapshot Report

From Date: 01/01/20186 Display Course Title:
To Date: 01/01/2017 Display Delivery Type:
Offering Owner: Display Offering Status:

Customer Service Representative: Display Offering Date
Coursa ID: Cancelled:

. Display Customer Service
Domain: HHS Common Representative:
Offering Status: Open - Normal

False
False
False
False

False

Display Instructor:

Display NIHTC Max Count:

False

False

icon

Figure 12 — Print this report icon
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Click the Export button on the Print to PDF message box.

Export A

File Format:
PDF -

Page Range: _
® all Pages E
- xXport
() Select Pages b p

utton

‘ Expnz

Figure 13 — Export button

Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at the
top of the screen in the Microsoft Edge browser when the pdf has been created.
Click the Open file link on the notification to open the pdf file in Adobe
Reader/Acrobat.

Downloads B a - £ Open file
/

= HHS Enrollment Snapshot = link
Open file

Figure 14 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the HHS Mandatory Training by Audience Type
Report

This report delivers data based on audience for NIH staff to determine whether or
not they completed a specific mandatory course during a specified date range.

The report can also be configured to show NIH staff that are exempt (i.e. staff are
not required to take the training) from the mandatory training initiative. This report
returns only the last, most recent completions (in the event the course was
completed multiple times in that timeframe).

Log into the LMS.

Select the Admin icon. Admin icon

HHS Learning Portal

= -
= ¥ The Joy of Learning Enabled Through Access! - HIH PeopleAdmin
2 [ i Peon
Figure 1 — Admin icon

Select the Reports link in the left navigation menu.

“eorte Internal People
Internal People

External People Manage internal people profiles.
Distribution Lists
Advanced Search

Plan Types

Plan Forms REMTEE i @’
Reports —
Ilnk Learning il

Competencies

Search
Prescriptive Rules
Reports
Internal People New Internal Person
Message Center

Figure 2 — Reports link
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Enter HHS Mandatory in the Name field and select the Search button.
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Resources

Reports

Actions link for options).

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

\ Search
Mame | | Category -Select One- / button
Report Template | |@
Configure | Save Search Query
Search
Figure 3 — Name field and Search button
Select the Actions link for the HHS Mandatory Training by Audience Type
Report.
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).
Name |HHS Mandatary | Category -Select One-
Report Template | |@
Configure | Save Search Query
Search
Reports Print | Export | Madify Table .
Actions
Name Report Template Description Engine Type Actions n
Report on people in an organization {or its sub-
HHS orgs) who have, or have not, completed a specific
Mandatory HHS Mandatory course or equivalent during the date range you
Training by Training by Audience specify by an audience type. You may also exempt Actions
Audience Type  Type Report an audience type from the report. The results can
Report he further refined using the Person Type or Person

Status.

Figure 4 — Actions link
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Select the Execute link on the Actions activity menu.

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).

Name HHS Mandatory Category -Select One-

Report Template l:l@ / Execute
link

Configure | Save Search Query

Actions =
Email

Reports Execute 3

P Subscribe jiy Table
Name Report Template Description ctions
Report on people in an organization (or its .

HHS orgs) who have, or have not, completed a specific

Mandatory HHS Mandatory course or equivalent during the date range you Managed

Training by Training by Audience specify by an audience type. You may also exempt o og Actions

Audience Type Type Report an audience type from the report. The results can P

Report be further refined using the Person Type or Person

Status.

Figure 5 — Execute link on the Actions activity menu

Select the Course Title pick icon.

Report Parameters - HHS Mandatory Training by Audience Type Report
Course Title* @
ourse Equivalen ick i
[——— pickicon
From Date* 01/27/2016
To Date (2 years max)* 01/28/2016

Organization ID {Use % to
include sub-crgs)*

&
&

Mandatory Audience Type* @
Exempt Audience Type 4
Parson Type -Select One-
Person Status® -Select One-
Generate Report Cancel

Figure 6 — Course Title pick icon

m) National Institutes of Health | Office of Human Resources | hr.nih.gov

Office of Management
01/12/2023



N |H National Institutes of Health
Office of Management

Office of
Human s~
Resources

Use the Title, Course ID, Domain, and/or Audience Type/Subtype fields and the

Search button to search for the course

Title

field \ Select Course

$| | Course 1D |

Domain @ Audience Type/Subtype
| |

Configure | Save Search Query

Search

Courses

Close

|
(]

l\

Figure 7 — Title, Course ID, Domain, and Audience Type/Subtype fields and the

Search button

Select the checkbox for the name of the Course to use it in the report.

Select
checkbox

Select Course

Tile  |Fair Labor Standards Act|  Course ID | |
Domain | |@ Audience Type/Subtype | |@
Version | |
You have a saved query.
Configure | Save Search Query | Reset Saved Query
Search
Courses Print | Export | Modify Table

Showing 2 out of 2 results

%Iect Version Course ID Title
g Fair Labor Standards Act (FLSA) 101 for Managers and
] HHS-FLSA2015 Supenvisors
= NIH_FLSA2015_PDF Fair Labor Standards Act (FLSA) 101 for Supervisors and

Managers PDF

NIH)

Figure 8 — Select checkbox
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To use Course Equivalents in the report, select the Course Equivalents

checkbox.
Course Report Parameters - HHS Mandatory Training by Audience Type Report
Equivalents '
q = ifle* Fair Labor Standards Act (FLSA) 1 @

checkbox

Course Equivalents O

From Date* 01/27/2016 =

To Date (2 years max)* 01/28/2016 @

Organization ID (Use % to
include sub-orgs)*

Mandatory Audience Type* @
Exempt Audience Type @
Parson Type -Select One-
Person Status* -Select One-
Generate Report Cancel

Figure 9 — Course Equivalents checkbox

Enter the From Date and To Date in the appropriate fields in MM/DD/YYYY
format. Alternately, you can use the From Date and To Date pick icons to select

the dates. From Date
_— pickicon

Report Parameters - HHS Mandatory Training by Audience Type R

- - (|
Course Title Fair Labor Standards Act (FLSA) 1£)
Course Equivalents O
From Date* 01/27/2016 &
To Date (2 years max)* 01/28/2016 &
Organization ID (Use % to
include sub-orgs}* \ To Date

) _ 7 [ . g .
Mandatory Audience Type* | & pICk icon
Exempt Audience Type @
Parson Type -Select One-
Person Status* -Select One-
Generate Report Cancel

Figure 10 — From Date and To Date pick icons
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Add your Organization ID to the Organization ID field. You can use a percent
symbol (%) to search for all sub-Organizations.

Organization ID

Report Parameters - HHS Mandatory Training by Audience Type Rep field

Course Title* Fair Labor Standards Act (FLSA) 1 @

Course Equivalents O
From Date® 01/27/2016 =
To Date (2 years max)* 01/28/2016 &
Organization ID (Use % to o
include sub-orgs)* HNA%
Mandatory Audience Type* @
Exempt Audience Type @
Person Type -Select One-
Person Status* -Select One-
Generate Report Cancel

Figure 11 — Organization ID field

Select the Mandatory Audience Type pick icon.

Report Parameters - HHS Mandatory Training by Audience Type Report

Mandatory
Course Title® Fair Labor Standards Act (FLSA) 1(&] Audience Type
Course Equivalents O / piCk icon
From Date* 01/27/2016 =
To Date (2 years max)* 01/28/2016 @
Crganization ID (Use % to HNA%

include sub-orgs)*

Mandatory Audience Type* @
Exempt Audience Type @
Person Type -Select One-
Person Status* -Select One-
Generate Report Cancel

Figure 12 — Mandatory Audience Type pick icon
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Name field

From the Audience Type/SubType pull-down menu, select Audience SubType.

Select Audience Type / Audience Sub Type

Show System Generated [ |

Select Audience Type

MName ‘ | Audience Type/SubType Audience Type M

Search

Close

Figure 13 — Audience Type/SubType pull-down menu

Audience
Type/SubType
pull-down menu

Enter the name of a Mandatory Audience SubType in the Name field and select

the Search button. You can use the percent symbol (%) to perform a wildcard

search.

Select Audience Type / Audience Sub Type

Show System Generated [ |

Select Audience Sub Type

k| | Audience Type/SubType Audience SubT}'PE

Search

Close

\ Search

button

Figure 14 — Name field and Search button
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Select
checkbox

Select the checkbox for the name of the Audience SubType to use it in the
report.

Select Audience Type / Audience Sub Type

Name ‘nih supervisor | Audience Type/SubType Audience SubType

Show System Generated [ |

Search

Showing 1 out of 1 results

Sklect Name

[} MIH Supervisors

\ Select Audience Sub Type Print | Export

Figure 15 — Select checkbox

To include Exemptions on the report, select the Exempt Audience Type pick

icon (this step is optional).

Report Parameters - HHS Mandatory Training by Audience Type Report
Course Title* Fair Labor Standards Act (FLSA) 1 @,
Course Equivalents O
From Date* 01/27/2016 =
To Date (2 years max)* 01/28/2016 @
Crganization ID (Use % t
i"L?L?CFL :ulg—norgsf:* e HNA%
Mandatory Audience Type* NIH Supervisors @
Exempt Audience Type @
Parson Type -Select One-
Person Status* -Select One-
Generate Report Cancel

Exempt
Audience Type
L~ pickicon

Figure 16 — Exempt Audience Type pick icon
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Name field

From the Audience Type/SubType pull-down menu, select Audience SubType.

Select Audience Type / Audience Sub Type

Show System Generated [ |

Select Audience Type

MName ‘ | Audience Type/SubType Audience Type M

Search

Close

Audience
Type/SubType
( pull-down menu

Figure 17 — Audience Type/SubType pull-down menu

Enter the name of an Exempt Audience SubType in the Name field and select
the Search button. You can use the percent symbol (%) to perform a wildcard

search.

Select Audience Type / Audience Sub Type

Show System Generated [ |

Select Audience Sub Type

Name\| | Audience Type/SubType Audience SubT}'PE

Search

Close

\ Search

button

Figure 18 — Name field and Search button
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report.
Select Audience Type / Audience Sub Type
Name Audience Type/SubType Audience SubType
Show System Generated [ ]
Select
checkbox search
Select Audience Sub Type Print | Export

Select the checkbox for the name of the Audience SubType to use it in the

Showing 1 out of 1 results

lect Name

] FLSA 2016 Exemptions

Figure 19 — Select checkbox

From the Person Status pull-down menu, select All Accounts.

Course Title* Fair Labor Standards Act (FLSA) 1 @
Course Equivalents O

From Date* 01/27/2016 =]

To Date (2 years max)* 01/28/2016 @

Organization 1D {(Use % to HNA%

include sub-crgs)*

Mandatory Audience Type* MNIH Supewisor\s @
Exempt Audience Type FLSA 2016 Exemptions &
Person Type -Select One-
Person Status* -Select One-
Generate Report Cancel

Report Parameters - HHS Mandatory Training by Audience Type Report

Person Status
|_ pull-down
menu

Figure 20 — Person Status pull-down menu
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Select the Generate Report button.

NIH)

01/12/2023

Report Parameters - HHS Mandatory Training by Audience Type Report
Course Title* Fair Labor Standards Act (FLSA) 1 &
Course Equivalents O
From Date* 01/27/2016 @ Generate
To Date (2 years max)" 01/28/2016 = | Report button
Organization ID {Use %
i"LEIll?cnla se.lulch)—norgsf:"SE ’ HNA%
Mandatory Audience Type* NIH Supervisors @
Exempt Audience Type FLSA 2016 Exemptions &
Person Type -Select One-
Person Status* All Accounts
Generate Report Cancel
Figure 21 — Generate Report button
To print the report, click the Print this report icon.
=3 W) 1ef31 = 100% |-
HHS Mandatory Training by Audience Type g
Courss Title: Fair Labor Standands Acl (FLSA) 104 for Managers and Suparvisors e
Course Equivalents: AL Person Type: ‘Summary Report Totals |
From Date: 02T Tobal Leamsrs in Report [
To Date: DIZB2016 Person Status: Al Total Leamers Compiotod
Org ID: HNASE Tokal Leamers Incompiste [
s s o S =
Exempt Audience Type: e Excepbon rabe TOU 00

Figure 22 — Print this report button
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Click the Export button on the Print to PDF message box.

Export X
File Format:
PDF .
Page Range: .
@ Al Pages
O select Pages prort
utton

From: |

To: |

Expo;t/

Figure 23 — Export button

Depending on the amount of data in the report, it could take a few minutes for the
LMS to export the report data into a pdf file. A notification will display at the top of
the screen in the Microsoft Edge browser when the pdf has been created. Click
the Open file link on the notification to open the pdf file in Adobe
Reader/Acrobat.

Downloads Ba - Open file
— link

CriwebGP_HHS_Mandatop,
RO Open file

Figure 24 — Open file link

Print or save the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the HHS Training Completion Detail Report

This report delivers training completion information for a specific course in an
Organization (or its sub-Orgs) for a specified date range. This report will display
all completions for a Learner that occurred during that time period. The results
can be further refined using the employee EOD Dates, Person Type, and Person
Status.

Log on to the LMS.

Click on Admin icon. Admin

icon

g HHS Learning Portal

The Joy of Learning Enabled Through Access! | " 4 . NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Offerings Title Course ID

= —
Subscription Orders Domain | & Audience Type/Subtype &

Subscription Order Histary eontigare [seveycaate R ey

Easy Entry Templates Search

Session Templates
Course New Course |

Audience Types

Catalog Guide

Packages

Tasks

Certificate Templates

Certificate Template Keywords

Categories

Cerifications

Curricula

Blended Programs
Resources
Continuing Education Plans
Learning Administration
Legacy Assessments

Knowledge Base

Reports ¢

. Production Repository
link
Content Tools

Pricing

Reports

Figure 2 — Reports link
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Enter HHS Training Completion Detail in the Name field and click the Search
button.

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).
Search

\
m Category -Select One- -

=
Report Template | &

Configure | Save Search Query
Search

Reports

Figure 3 — Name field and Search button

Click the Actions link.

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).

Learning m_

MName HHS Training Completion | Category -Select One- -

Report Template @
Actions

Configure | Save Search Query .
Search / link

Print | Export | Madify Table

Reports
Name Report Template Description Engine Type Actions
s Custom report that displays
HHS Tra!nmg HHS Training transcript detail based on 3 Managed )
Completion X . . Actions
Detail Completion Detail required parameters and 4 Report
optional parameters

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

Office of

Human s~
Resources

Reports

(hover over the Actions link for options).

optional parameters

Reports contain data that you can use for analysis and decision-making. They can be printed or exported

Name HHS Training Completion | Category -Select One- -
(&
Report Template | &
Configure | Save Search Query Actions
Search
Email
Execute
Reports Print | Expart | Modify T Subscribs
Name Report Template Description Engine Type Actit
. Custom report that displays
HHS Tra!nlng HHS Training transcript detail based on 3 Managed ;
Completion B . i Actions
Detail Completion Detail required parameters and 4 Report

Execute

/ link

Figure 5 — Execute link on the Actions activity menu

Click the Course Title pick icon and then select the course title name into the

appropriate title field.

Course Title (Equivalents incl. in @
results)*

Completion Start Date*

& &

Completion End Date*

Organization 1D (Use % to
include sub-orgs)y*

EOD Start Date (mmiddiyyyy)
EOD End Date (mmJddfyyyy)
Person Type -Select One- -

Person Status -Select One- -

Generate Report

Report Parameters - HHS Training Completion Detail

/

Cancel

Figure 6 — Course Title pick icon

Course
Title pick
icon
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Use the Title, Course ID, Domain, and/or Audience Type/Subtype fields and th
Search button to search for the course.

e

Name Select Course

field \\
Title Course ID

il
Daomai Lf-iJ Audience Typel/Subtype
/Kg;ure | save Search Query
/ Search

7%\

Course ID

_— field

Audience
Domain Type/Subty
field pe field
Courses
Close Search
button
Figure 7 — Name, Course ID, Domain, and
Audience Type/Sub type fields and Search button
Click the Select checkbox to select the course.
Select Course
Title MIH Course ID
Domain @ Audience Type/Subtype @
Configure | Save Search Query
Search
12345 Next[M
Courses Print | Export | Modify Table
Select
checkbox Showing first 25 out of 1260 results
Select Version Course 1D Title
\ ] 06.12 2015 MIHEDIS MIH Prevention of Sexual Harassment Online Training
=] 1 MNIHZWMIP20131223  NIH 2-Way Match Invoice Processing

Figure 8 — Select checkbox
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Enter the Completion Start Date and Completion End Date in the appropriate
fields in MM/DDD/YYYY format. Alternately, you can use the Completion Start
Date and Completion End Date pick icons to select the date.

. K _ Completion
Report Parameters - HHS Training Completion Detail Start Date
|__—" pick icon
Cuurl'tse_ Title (Equivalents incl.in | NJH Prevention of SEXUNW
results)*
Completion Start Date* @
Completion End Date* @
Organization ID (Use % to
include sub-orgs)*
EOD Start Date (mmiddiyyyy) \ Completlon
End Date pick
EOD End Date (mmiddiyyyy) .
icon
Person Type -Select One- -
Person Status -Select One- -
Generate Report Cancel

Figure 9 — Completion Start Date and Completion End Date pick icons

Enter the Organization ID in the Organization ID field. You can use a percent
symbol (%) as a wildcard field to capture all of the sub-Organizations.

Report Parameters - HHS Training Completion Detail

Organization ID

C Title (Equivalents incl. i i =4 .
FEDSLL'IFHS:;, e (Equivalents incl. in - NIH Prevention of Sexual Harassme| & / field
Completion Start Date* 01/01/2010 @

Completion End Date” 12/3172011 @

COrganization ID (Use % to
include sub-orgs)y*

EQD Start Date (mmiddiyyyy)
EOD End Date (mmiddiyyyy)
Person Type -Select One- -

Person Status -Select One- -

Generate Report Cancel

Figure 10 — Organization ID field
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Click the Generate Report button.

Report Parameters - HHS Training Completion Detail
Course Title (Equivalents incl. in NIH Prevention of Sexual Harassme@ Generate
results)* Report
Completion Start Date* 01/01/2010 = button
Completion End Date* 123172011 @
Organization 1D (Use % to HMN%
include sub-orgs)y*
EOD Start Date (mmJ/ddfyyyy)
EOD End Date (mm/ddiyyyy)
Person Type -Select One- -
Person Status -Select One- -
Generate Report Cancel
Figure 11 — Generate Report button
To print the report, click the Print this report icon.
QO-(&la| il |-[r]-
i
4 HHS Training Completion Detail
Course Title: NIH Prevention of Sexual Harassment Online Training
(includes equivalents)
Org Code: HN%
From Date: 01/01/2010 EOD Start Date: Person Type:
To Date: 12/31/2011 EOD End Date: Person Status:
ORG ID LASTNAME  FIRST NAME HHS ID EOD DATE MANAGER EMAIL COMPLETION PERSONTYPE PERSON PAY SUPER
DATE STATUS PLAN STATUS

Figure 12 — Print this report icon
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Click the Export button on the Print to PDF message box.

Print to PDF

Page Range:

® All Pages
O Select Pages

To:
L] Export
Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

—
‘ Export |

Figure 13 — Export button

Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at the
top of the screen in the Microsoft Edge browser when the pdf has been created.
Click the Open file link on the notification to open the pdf file in Adobe
Reader/Acrobat.

B Q <P

Downloads
Open file

Tra nscrlpT/CompIetlons.pdf link

T Open file €

Figure 14 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the HHS Training Completion Details — Wildcard
Report

This report delivers data for training completions on Learners in an Organization
(or its sub-Orgs) based upon a partial Course Title during a specified date range.
The partial Course Title must be at least 8 alphanumeric characters. The report
data can be further refined using the Employee EOD Dates, Person Type, and
Person Status.

Log into the LMS.

Click the Admin icon. Admin

icon

g HHS Learning Portal

The Joy of Learning Enabled Through Access! [ ] ){ L HIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Offerings Title Course ID

= —
Subscription Orders Domain & audience TypeiSubtype |«

Subscription Qrder History Configure ‘ Save Search Query

Easy Entry Templates Search

Session Templates
Course New Course |

Audience Types

Catalog Guide

Packages

Tasks

Certificate Templates

Certificate Template Keywords

Categories

Certifications

Curricula

Blended Programs
Resources
Continuing Education Plans
Learning Administration

Legacy Assessments

Production Repository
Content Tools
Pricing

Reports

Figure 2 — Reports link

m National Institutes of Health | Office of Human Resources | hr.nih.gov

Office of Management
01/12/2023



Office of

N |H National Institutes of Health . Humans=rs
Office of Management . Resou rces

Enter %wildcard in the Name field and click the Search button.

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).
Search
Name

MName Category -Select One-

ol
Report Template | &

4

Configure | Save Search Query
Search

Reports

Figure 3 — Name field and Search button

Click the Actions link for the HHS Training Completion Details — Wildcard report.

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)

S _

Name Powildcard X Category -Select One-

Report Template l:l ‘iﬂ Engine Type -Select One-

Configure | Save Search Query Actions
Search .
/ link
Reports Create New Report | Print | Export | Modify Table
Name Report Template  Description Engine Type Actions

Custom repert that displays
transcript detail based on 3
required parameters and 4 optional

HHS Training . . .
Completion HHS Trallmng . parameters. The title field is a free Managed )
: Completion Details - from text box where the user can Actions
Details - " ) . Report
Wildcard Wildcard put in all or a portion of the course
title. However they must enter in at
least eight(8) alphanumeric
characters

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

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).

. e L ecute nk

Mame |%wilclcard | Category -Select One-

Report Template | |£’I Engine Type -Select One-

Configure | Save Search Query

Searc
Execute
i i Emaif
Reports Create New Report | Print | Export | Modify T i
Subscribe

Name Report Template  Description Engine Type Acti

Custom report that displays

transcript detail based on 3

. required parameters and 4 optional

g:ﬁ Tl‘l:ilonéng HHS Training parameters. The title field is a free Managed
DetaiLI}s - Completion Details -  from text box where the user can Rel og Actions
Wildcard Wildcard put in all or a portion of the course P

title. However they must enter in at
least eight(8) alphanumeric
characters.

Figure 5 — Execute link on the Actions activity menu

Enter at least eight (8) alphanumeric characters in the Course Title field. These
characters can be found anywhere in the course titles for the completions to
include in the report.

Report Parameters - HHS Training Completion Details - Wildcard Course Title
— field

Course Title (you must enter at /

least eight(8) alphanumeric

characters)”

Completion Start Date* ﬁl)
Completion End Date* ﬁl)

Organization ID (Use % to
include sub-orgs)*

EOQD Start Date (mm/dd/yyyy)

EOQD End Date (mm/dd/yyyy)

Person Type -Select One-
Person Status Full Time

Generate Report Cancel

Figure 6 — Course Title field
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Enter the Completion Start Date and Completion End Date in the appropriate
fields in MM/DDD/YYYY format. Alternately, you can use the Completion Start
Date and Completion End Date pick icons to select the date.

Completion

Report Parameters - HHS Training Completion Details - Wildcard | Start Date
field

Course Titke (you must enter at .
least eight(8) alphanumeric Microsoft
characters)*

Completion Start Date* ﬁl‘
Completion End Date* @

Organization ID (Use % to
include sub-orgs)*

EQD Start Date (mm/ddiyyyy)
EOD End Date (mm/dd/yyyy) Completion

Person Type -Select One- \ End Date fle’d
Person Status Full Time

Generate Report Cancel

Figure 6 — Completion Start Date and Completion End Date pick icons

Enter the Organization ID in the Organization ID field. You can use a percent
symbol (%) as a wildcard field to capture all of the sub-Organizations.

Report Parameters - HHS Training Completion Details - Wildcard

Course Title (you must enter at Organization ID

least eight(8) alphanumeric Microsoft _— field
characters)*

Completion Start Date* 01/01/2018 @i

Completion End Date* 12/31/2018 @

Organization 1D (Use % to
include sub-orgs)®

EOD Start Date (mm/ddiyyyy)

EQD End Date (mm/dd/yyyy)

Person Type -Select One-
Person Status Full Time

Generate Report Cancel

Figure 8 — Organization ID field
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By default, the Person Status field is populated with Full Time. Click the Person
Status pull-down menu to select another value.

Report Parameters - HHS Training Completion Details - Wildcard Person
Status pull-
C Titl t enter at
jeast (@) sphanumers — Microsoft " down menu
characters)®
Completion Start Date™ 01/01/2018 @
Completion End Date® 12/31/2018 @
O ization ID (Use % t
s g e HNAS
EOD Start Date (mm/ddiyyyy)
EOD End Date (mm/dd/yyyy) Select One-
Deactivated
Person Type Duplicate Account “
Person Status
Inactive
Intermittent - Federalized
Leave of Absence Generate Report Cancel
IMaternity Leave
Other
Part Time
Retired
Sabbatical
Terminated
Figure 9 — Person Status pull-down menu
Click the Generate Report button.
Report Parameters - HHS Training Completion Details - Wildcard
Course Title (you must enter at
least eight(8) alphanumeric Microsoft Generate
characters)*
Completion Start D ‘@ Report
tion Start Date™
ompletion Start Date 01/01/2018 button
Completion End Date* 12/31/2018 @
Organization ID (Use % to HNA%

include sub-orgs)*
EOD Start Date (mm/ddfyyyy)
EOD End Date (mm/dd/yyyy)

Person Type -Select One-
Person Status Full Time

Generate Report Cancel

Figure 10 — Generate Report button
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To print the report, click the Print this report icon.

Office of

Humanrs s
Resources

S8 || e 104 =120 ]+

Coursk Title: Microsoft

From Date: 01/01/2018

To Date: 12/31/2018

Organization ID: HNA%
EOD Start Date:

/ EOD End Date:

Person Type:

Person Status: Full Time

B
[ES
/ ’_/é HHS Training Completion Detail (Wildcard)

ORG ID LAST NAME FIRST NAME HHS ID EOD DATE

DATE

Figure 11 — Print this report button

Click the Export button on the Print to PDF message box.

¢
Export A

File Format:

PDF -

Page Range: _

® all Pages
(O select Pages

[ ]
]

From:

To:

%

Figure 12 — Export button

COMPLETION

PERSON
STATUS

Export
button
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Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at the
top of the screen in the Microsoft Edge browser when the pdf has been created.
Click the Open file link on the notification to open the pdf file in Adobe
Reader/Acrobat.

Downloads Qa2

Open file
HHS Transcript Completions Wildcard.pdi link

" Openfile €=

Figure 13 — Open file link
Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the HHS Training Completions by Offering Domain
Report

This report delivers Learner completion details for offerings for a specified date
range not to exceed 365 days.
Log into the LMS.

Click the Admin icon.
Admin icon

g HHS Learning Portal

¥ The Joy of Learning Enabled Through Access! | ' . ﬂ NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Offerings Title Course ID

— p—
Subscription Orders Domain | & Audience Type/Subtype &)

Subscription Order History Configure ‘ Save Search Query

Easy Entry Templates Search

Session Templates
Course New Course |

Audience Types

Catalog Guide

Packages

Tasks

Certificate Templates

Certificate Template Keywords

Categories

Certifications

Curricula

Blended Programs
Resaources
Continuing Education Plans
Learning Administration

Legacy Assessments

RepOftS Knowledge Base

.
Ilnk Production Repository
Content Tools
ricing

ﬁ;{epuns

Figure 2 — Reports link
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Enter HHS Training Completions by Offering Domain in the Name field and click

the Search button.

Reports

Name
field

$

Report Template

Configure | Save Search Query

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).

Category -Select One- -

&

Search

Search

/ button

Figure 3 —

Name field and Search button

Click the Actions link for the HHS Training Completions Report.

Reports

over the Actions link for options).

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover

Sk m_

Name HHS Training Completions Category -Select One- -
r
Report Template ]
Configure | Save Search Query
Search
Reports Print | Export | Modify Table
Name Report Template  Description Engine Type Actions
This report returns learner
completion details for offerings
for a given date range and
offering domain. Required
. parameters are the date range,
HHS Training e 1raining Offering Domain, Org Code, and
Completions " -
Completions by Delivery Type. Optional Managed }
by Offering N A Actions
D Offering Domain parameters are Category, Course  Report
omain :
Report Report ID, Supenvisory Code, and Job

Series. ** Note: The date range,
offering domain, org code, and
delivery type parameters are
required. The date range is notto
exceed six months.

Actions

/ link

m Office of Management

01/12/2023

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

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).

Execute

link

MName HHS Training Completions Category -Select One- -
7l

@

Report Template

Configure | Save Search Query

Search
Reports Print | Export | Modify Te Actions
Name Report Template  Description Engine Type Acti =E
Execute
Subscrib
This report returns learner ubseribe
completion details for offerings
for a given date range and
offering domain. Required
- parameters are the date range,
HHS Training e Training Offering Domain, Org Code, and
Completions - ; :
- Completions by Delivery Type. Optional Managed .
by Offering ; : Actions
D - Offering Domain parameters are Category, Course Report
amain .
Repart Repart D, Supenvisory Code, and Job

Series. ** Note: The date range,
offering domain, org code, and
delivery type parameters are
required. The date range is notto
exceed six months.

Figure 5 — Execute link on the Actions activity menu
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By default, the date range is automatically populated with the last 6 months.
Enter the From Date and To Date in the appropriate fields in MM/DDD/YYYY
format. Alternately, you can use the From Date and To Date pick icons to select
the date.

- . . . From Date
Report Parameters - HHS Training Completions by Offering Domain_| — pick icon
Report
Completion Date From* 04/20/2017 @
ot o exceed s aamr o 1011712017 &
Offering Domain® To Date pick
icon

Include Sub Domains O

Include HHS Common Domain O

@ 7

Organization 10"
Include Child Organizations
Delivery Type* -Select One-
Category ]
Caourse 1D @
Audience Type @
Supervisory Status
Job Series @
Generate Report Cancel

Figure 6 — From Date and To Date pick icons

NOTE: The date range cannot exceed 365 days.
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Click the Offering Domain pick icon.

Report Parameters - HHS Training Completions by Offering Domain

Offering
Report

/ Domain pick
icon
Completion Date From*® 04/20/2017

Completion Date To (Date range

=
not to exceed 365 days)* 10/17/2017 @

Offering Domain® &

Include Sub Domains O

Include HHS Common Domain O

Organization ID* <

Include Child Organizations

Delivery Type* -Select One-

Category ]

Course ID <

Audience Type &

Supervisory Status

Job Series @
Generate Report Cancel

Figure 7 — Offering Domain pick icon

Click the Search button.

Select Domain Search

button
Mame
Search /

Domains

Close

Figure 8 — Search button
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Click the Select checkbox to select a Domain.

Select Domain
Name NIH
Search
Select
checkbox . .
Domains Print | Export
Select Name Parents
d MIH Global = HHS
d NIH CC Global = HHS = NIH
] NIH CIT Global = HHS = NIH
O MIH Common Global = HHS = NIH
[} MIH NCI CBIT Global = HHS = NIH
d MIH MIAID Global = HHS = NIH
d NIH OEF Global = HHS = NIH
] NIH OHR Global = HHS = NIH
] NIH ORS_ORF Global = HHS = NIH
[} MIHTC Global = HHS = NIH
Close

Figure 9 — Select checkbox

Optional parameters are the Include Sub Domains and Include HHS Common
Domain. Click on the Include Sub Domains checkbox if you would like to
include all of the completions of the sub domains of the offering domain that was
selected. Click on Include HHS Common Domain if you would like to include all
of the SkillSoft online training completions.
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Enter the Org ID using the Organization ID pick icon. The Include Child
Organizations checkbox allows for the capture all of the sub-Orgs.

Report Parameters - HHS Training Completions by Offering Domain Report

Completion Date From* 04/20/2017 @ Organization ID
Completion Date To (Date range ick icon

not to exceed 365 days)* 10/17/2017 @ / P

Offering Domain* NIH IE

Include Sub Domains =

Include HHS Common Domain O

Crganization 10* @
Include Child Organizations i)
Delivery Type* All
Category @
Course ID IE
Audience Type @
Supervisory Status
Job Series IE
Generate Report Cancel

Figure 10 — Organization ID field
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Select an option from the Delivery Type pull-down menu.

Completion Date From*

Completion Date To (Date range
not to exceed 365 days)*

(Offering Domain®

Include Sub Domains

Include HHS Common Domain
Crganization ID*

Include Child Organizations
Delivery Type*

Category

Course ID

Audience Type

Supervisory Status

Job Series

04/20/2017
10/17/2017

NIH
O
HNA

L7

Book

Coaching
Conference Sessicn
DVDICD

Instructor Led
Mentoring

Online Training

On the Job Training
Recorded Training
Seminar

Tailored ILT

Virtual Class
Webinar

Written Material

“Select One-
All

Report Parameters - HHS Training Completions by Offering Domain Report

@
@

Delivery Type
|_—pull-down menu

® ®

& ®

®

®

Figure 11 — Delivery Type pull-down menu

Click the Generate Report button.

Report Parameters - HHS Training Completions by Offering Domain Report
Completion Date From® 04/20/2017 L@
ot oxcees 35 caer 1011712017 g Generate
Offering Domain* NIH 4] Report
Include Sub Domains / button
Include HHS Common Domain O
Qrganization 10* HMNA @
Include Child Organizations A
Delivery Type* All
Category @
Course ID IE
Audience Type @
Supervisory Status
Job Series IE
Generate Repo Cancel

NIH)

01/12/2023

Figure 12 — Generate Report button
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To print the report, click the Print this report icon.

Office of

Humans=rs=
Resources

QOS5 _"| ¥ #)[10f229 |+ [150% |+

b
HHS Training_Completions by Offering Domain Report

Completion Date From: 04/20i2017 Delivery Type: All
Completion Date To: 10/17/2017 Category:
Offering Domain: NIH
Course ID:
Include Sub Domains: True
Audience Type:

Include HHS Common False

Domain:
Org ID: HNA Supervisory Status:
Include Child Orgs: True Job Series:

Type Type Status

Figure 13 — Print this report icon

Click the Export button on the Print to PDF message box.

Print to PDF

X

Page Range:

® All Pages
O Select Pages

From: I:l

Print to PDF:

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

—
‘ Export |

Figure 14 — Export button

Pos Org Org ID Delivery HHSID Last Name First Name Person Person Course Title Course ID  Offering Offering

Offering_
Domain

Export
button
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Depending on the amount of data in the report, it could take a few minutes for the
LMS to export the report data into a pdf file. A notification will display at the top of
the screen in the Microsoft Edge browser when the pdf has been created. Click
the Open file link on the notification to open the pdf file in Adobe

Reader/Acrobat.
Downloads /o e P
HHS Training Completions by Offering Domain Report (... .
" Openfile € Open flle
link

Figure 15 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the HHS Training Completions by Org Report

This report delivers Learner completion details for offerings for a specified date
range not to exceed 365 days. This report includes external items (either entered
manually or by a feed), and specific Fields of Study credits (i.e. NIH Supervisory
CLPs, for example).

Log into the LMS.

Click the Admin icon.
Admin icon

g HHS Learning Portal

The Joy of Learning Enabled Through Access! | ' . NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Offerings Title Course ID

i i
Subscription Orders Domain &7 audience TypeiSubtype =]

Subscription Order History Configure | Save Search Query

Easy Entry Templates Search

Session Templates
Course Mew Course |

Audience Types

Catalog Guide

Packages

Tasks

Ceriificate Templates

Ceriificate Template Keywords

Categories

Cerifications

Curricula

Blended Programs
Resources
Continuing Education Plans
Learning Administration

Legacy Assessments

Reports Knowledge Base
.
Ilnk Production Repository
Content Tools
Pricing
Reporis

Figure 2 — Reports link
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Enter HHS Training Completions by Org in the Name field and click the Search

button.

Reports

Name
field

$

Report Template

Configure | Save Search Query

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).

Category -Select One- -

&

Search

Search

/ button

Figure 3 — Name field and Search button

Click the Actions link for the HHS Training Completions by Org Report.

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).

Reports

Name Report Template
HHS Training -
Completions g;'rﬁp;lrggrllr;gby Org
by Org

Name |HHS Training Comple X | Category |—Select One-
Report Template | |§’| Engine Type |[-Select One- .
Configure | Save Search Query

Search

Create New Report | Print | Export | Modify Table

Description Engine Type Actions

This report returns completed

learning items for a given date range

and organization. The report will

include transcript records associated  Managed
with a registration and data entered  Report
into the LMS manually or via a data

feed. ** The date range is not to

exceed 365 days.

Actions

Actions

/ link

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

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). Execute
link
Name |HHS Training Completi0r| Category  |-Select One-

Report Template | |§’| Engine Type I—Select One- .

Configure | Save Search Query

Search Actions
Email
Reports Create New Report | Print | Export | Modify T Execute
Subscribe
Name Report Template  Description Engine Type Acti
This report refurns completed
learning items for a given date range
. and organization. The report will
AAS TN His Training include transcript records associated  Managed —
b OFr] Completions by Org  with a registration and data entered  Report
¥ ©rg into the LMS manually or via a data

feed. ** The date range is not to
exceed 365 days.

Figure 5 — Execute link on the Actions activity menu

By default, the date range is automatically populated with the last year. Enter the
From Date and To Date in the appropriate fields in MM/DDD/YYYY format.
Alternately, you can use the From Date and To Date pick icons to select the
date. NOTE: The date range cannot exceed 365 days.

Report Parameters - HHS Training Completions by Org From Date
pick icon

Completion Date From™* 11/22/2016 @

Completion Date To (Date range 1 4/22/2017 @\

not to exceed 355 days)* o .

\ To Date pick

Organization ID* &’ .
icon

Include Child Organizations

Field of Study <

Include Completed Learning

Items without FOS

Audience Type g

Generate Report Cancel

Figure 6 — From Date and To Date pick icons
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Click the Organizational ID pick icon.

Office of

Human s~
Resources

Report Parameters - HHS Training Completions by Org

11/22/2016 &

Completion Date From*

Completion Date To (Date range
not to exceed 365 days)* 1172212017 ‘@

7|
Organization ID* £
Include Child Organizations
Field of Study &

Include Completed Learning
Items without FOS

Audience Type g

Generate Report Cancel

Org ID pick
- icon

Figure 7 — Org ID pick icon

Enter the desired Organization ID Name and click the Search button.

Select Internal Organizations

Name |HNA | Number ‘

|
City Audience Type &
| | | |

Configure | Save Search Query
Search

Internal Organizations

Close

Search

/ button

Figure 8 — Search button
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Click the Select checkbox to select a Domain.

Select Internal Organizations

Name ‘HNA | Number |

. §

city ‘ | Audience Type |

Configure | Save Search Query
Search

Select 12345 Next[]
checkbox Internal Organizations Print | Export | Modify Table

\ Showing first 25 out of 483 results

Sele Name Number City
HNA 00033430
=] HNA1 00025491

Figure 9 — Select checkbox

Optional parameters are Field of Study and Audience Type. If no Field of
Study parameter is entered, the Credits column on the report will show an
aggregate total of all the credits from all of the Fields of Study that are assigned
to that item. (In some cases there are more than one).

The Include Completed Learning Items without FOS checkbox is checked by
default to include all items that do not include Field of Study credits as well as
those that may be selected.

Click the Generate Report button.

Report Parameters - HHS Training Completions by Org

. Generate
Completion Date From"® 11/22/2016 = / Report
Completion Date To (Date range i
not to exceed 365 days)* 1172212017 ‘@ button
Organization ID* HNA &
Include Child Organizations
Field of Study 4
Include Completed Learnin
Items WItnt)quFOS ¢
Audience Type g’

Generate Report Cancel

Figure 10 — Generate Report button
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To print the report, click the Print this report icon.

of 3610 | [7sad )=
HHS Training Completions by Org Report 4
Completion Date From: 01/08/2022 Field of Study =
. . Completion Date To: 01/09/2023 Include _con'lplmd Learning True

Pr, n t th is Items without any FOS:

Organization ID: HNA Audience Type:
report

Include Child Organizations: True
icon

Delivery Offenng Start  Offering End =~ Date Marked sredits
Date Date Complete:

Figure 11 — Print this report icon

Click the Export button on the Print to PDF message box.

Export Tl
File Format:
PDF -
Export
Page Range:
- button
@ all Pages
(O Select Pages

| Export F

Figure 12 — Export button

Depending on the amount of data in the report, it could take a few minutes for the
LMS to export the report data into a pdf file. A notification will display at the top of
the screen in the Microsoft Edge browser when the pdf has been created. Click

the Open file link on the notification to open the pdf file in Adobe Reader/Acrobat.

Downloads 1 Q -
HHS Training Completions by Org Report.pdf Open file
Open file < .
— link

Figure 13 — Open file link
Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the NIH All Approvers by AAO Report

This QRG provides instructions for generating the NIH All Approvers by AAO
Report. This report creates a list of all Learners and their Approvers — the
Learner’'s Managers, Alternate Managers, and Additional Approver for Orders
(AAO) for a specified AAO. This report is important for verifying the approval

chains for a specific AAO.

Log on to the LMS.

Click on Admin icon.

g HHS Learning Portal

The Joy of Learning Enabled Through Access! [ | X

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Admin
icon

NIH LearningAdmin

Offerings Title Course ID
Subscription Orders Domain @ Audience Type/Subtype
Subscription Order History Configure | Save Search Query
Easy Entry Templates
Session Templates
Course
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
Resources
Continuing Education Plans
Learning Administration
Legacy Assessments
Knowledge Base
Production Repository
Content Tools
Pricing

Reports

&
Search

New Course |

Figure 2 — Reports link
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Enter NIH All Approvers by AAO in the Name field and click the Search button.

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).
Search

field T~
m Category -Select One- -

Report Template @
Configure | Save Search Query

Search
Reports

Figure 3 — Name field and Search button

Click the Actions link for the NIH All Approvers by AAO Report.

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).

Learning m_

Name NIH All Approvers by AAO Category -Select One- -

(|
Report Template | &
Configure | Save Search Query Actions

Search
" link
Reports Print | Export | Modify Table
Name Report Template Description Engine Type Actions
NIH Al This report returns all the learners
Approvers by MIH All Approvers by in an org and lists their Manager, Managed Actions
AAQ Report Additional Approver on Orders Report
AAQ Report
and Alternate Manager(s).

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

Reports
Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover
e : Execute
over the Actions link for options). )
/ link
Name NIH All Approvers by AAD Category -Select One- -
Report Template &

Configure | Save Search Query Actions
Search
Email

Execute
Print | Export | Modify T Subseribe

Reports
Name Report Template Description Engine Type Actit
NIH Al This report returns all the learners
Appravers by MIH All Approvers by in an org and lists their Manager, Managed Actions
AAD Report Additional Approver on Orders Repart
AAD Report
and Alternate Manager(s).

Figure 5 — Execute link on the Actions activity menu

Click the Additional Approver On Order (AAO) pick icon.

Additional
Report Parameters - NIH ALl Approvers by AAO Report Approver On
— Order (AAO)
Additional Approver On Order @/ pick icon

(AAO)

Generate Report Cancel

Figure 6 — Additional Approver On Order (AAO) pick icon
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Enter the last name an AAO in the Last Name field and click the Search button.

Search Person, Internal
Supervisors: you can easily display all of your staff by entering your legin ID into the "Manager" field, clicking
the Magnifying Glass graphic, and then clicking the " Search" button.
Last
Name \ Population® Internal E| First Mame
fleld m Person ID
el
Username Manager &J
= =
Organization LEJ Location LEJ
(|
Domain M| Person Type -Select One- |Z|
Security Roles -Select One- El Terminated After @
Terminated Before L@ Include All Suborganizations [
Search /
People
Close
Figure 7 — Last Name field and Search button
Click the Select checkbox to select the AAO.
Search Person, Internal
Supervisors: you can easily display all of your staff by entering your legin ID into the "Manager" field, clicking
the Magnifying Glass graphic, and then clicking the "Search" button.
Population* Internal |Z| First Name
Last Name Approver Person ID
—
Username Manager l&]
QOrganization @ Location @
Domain @ Person Type -Select One- |Z|
Security Roles -Select One- [=] Terminated Ater &
Terminated Before [@ Include All Subarganizations 7]
Select search
checkbox
People Print | Export
Showing 1 out of 1 results
Select First Name Last Name Username Person Type Person ID Organization Location Manager
[l Additional Approver APPROVERO1 00420382 HNAM OLEUNG
Close

Figure 8 — Select checkbox
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Click the Generate Report button.

G t
Report Parameters - NIH ALl Approvers by AAO Report e
/ 14
button
Additional Approver On Order APPROVERD1 @
(AAD)
Generate Report Cancel

Figure 9 — Generate Report button

To print the report, click the Print this report icon.

R IETES |J'.._' toft  |v|100% =

m) NIH All Approvers by AAO Report
AAO HHS ID: ———

AAO Org Name:

First Name HHS ID OrgName  Person Status Manager (HHS ID) Additional Approver on Alternate Manager (HHS ID)

Last Name
Orders (HHS ID)

Figure 10 — Print this report icon
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Click the Export button on the Print to PDF message box.

Print to PDF e
Page Range:
@ All Pages
(O Select Pages
Print to PDF: Export
The viewer must export to PDF to print. Choose the button
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)
| Export |

Figure 11 — Export button

Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at the
top of the screen in the Microsoft Edge browser when the pdf has been created.
Click the Open file link on the notification to open the pdf file in Adobe
Reader/Acrobat.

Downloads B Q <>
Open file
All Approvers Report by Org (1).pdf .
" Openfile &= link

Figure 12 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the NIH CLP Transcript Completions Report

This QRG will guide approvers through the task of running the NIH CLP
Transcript Completions report. This report allows Learners or Administrators to
generate a report showing all transcript items that contain a specific Field of
Study for a specific date range. The report can be run either for a specific
Learner or Org Code.

Log into the LMS.

Click the Admin icon. Admin
icon

g HHS Learning Portal

The Joy of Learning Enabled Through Access! | ' : NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Offerings Title Course ID

— —
Subscription Orders Domain | & Audience Type/Subtype &

Subscription Order History Configure | Save Search Query

Easy Entry Templates Search

Session Templates
Course Mew Course |
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
Resources
Continuing Education Plans
Learning Administration
Legacy Assessments
Knowledge Base
Production Repository
Content Tools

Pricing

Reports

Figure 2 — Reports link
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Enter NIH CLP in the Name field and click the Search button.

Office of
Human s~
Resources

Reports

link for options).

\

m Category -Select One- -

il
Report Template &

Configure | Save Search Query
Search

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

" button

Figure 3 — Name field and Search button

Click the Actions link.

Reports

link for options).

— Dk m_

Mame MIH CLP Category -Select One- -
Report Template @
Configure | Save Search Query
Search
Reports Print | Export | Modify Table

Name Report Template  Description Engine Type Actions

This report returns learner
completion details for offerings for
a given date range and offering

MIH CLP domain. Required parameters are

Transcript MIH CLP Transcript  the Field of Study name, CLPs Managed Actions
Completions Completions Report  From Date, CLPs To Date, and Report o
Report Delivery Type. An optional

parameter is the Supenvisory
Code. ** Note: The date range is
not to exceed three years.

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

Actions

" link

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

Reports

link for options).

Name MIH CLP

Report Template

Configure | Save Search Query

Reports

Name Report Template
NIH CLP

Transcript MNIH CLP Transcript
Completions Completions Report
Report

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

kearning m_

Category -Select One- -
4]
Search
Actions
Print | Export | Modify T =
Execute:
Description Engine Type Acti¢ Subscribe

This report returns learner
completion details for offerings for
a given date range and offering
domain. Required parameters are
the Field of Study name, CLPs
From Date, CLPs To Date, and
Delivery Type. An optional
parameter is the Supervisory
Code. ** Note: The date range is
notto exceed three years.

WManaged
Report

Figure 5 — Execute link on the Actions activity menu

Click the Field of Study Name pick icon and then search for the Field of Study

that is desired.

Field of Study Name*

CLPs From Date™

exceed 3 years)*

Supenvisory Status

Report Parameters - NIH CLP Transcript Completions Report

CLPs To Date (Date range not o

e’i</

01/10/2020
01/09/2023

-Select One- »

Execute

|~ link

Field of
Study pick
icon

Enter Org ID or Person Name:
Organization 1D (2 characters
required. Use % to include sub-
args)

-
Person Name |

Generate Report Cancel

Figure 6 — Field of Study pick icon
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Enter the name of a Field of Study in the Name field and click the Search button.

You can also just click the Search button to view all Fields of Study.

Search

/ button

Select Field of Study
Name
field T
m Description
Configure | Save Search Query /
Search
Select Field of Study
Close
Figure 7 — Name field and Search button
Click the Select checkbox for a specific Field of Study to add it to the report.
Select Field of Study
MName nih Description
Configure | Save Search Query
Search
Select Field of Study Print | Export | Modify Table
Showing 3 out of 3 results
Select Select Name Description
checkbox . NHAcquisition  This field of study s to track CLPs that can be used
CLP= toward acquisition cerifications
\._I MIH Supervisory  Continuous learning points for supervisory training;
CLPs designated by NIH
Close

Figure 8 — Select checkmark
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The CLPs From Date and CLPs To Date fields will be populated with the last
calendar year date range by default. You can use the CLPs From Date and CLPs
To Date fields to change the date range, manually entering a date in
MM/DD/YYYY format, or you can use the CLPs From Date and CLPs To Date
pick icons to select a date range.

NOTE: The date range for the report cannot exceed 3 years.
CLPs From

Report Parameters - NIH CLP Transcript Completions Report

Field of Study Name™* NIH Supewisory CLPs

CLPs From Date* 01/10/2020

-
CLPs To Date (Date range not to 2

exceed 3 years)® 01/09/2023

Supervisory Status -Select One- »

Enter Org ID or Person Name: CLPs To Date

Organization 1D (2 characters .y s
required. Use % to include sub- pICk icon

orgs)

Person Name @"'

Generate Report Cancel

Figure 9 — CLPs From Date and CLPs To Date pick icons

The Supervisory Code pull-down is an optional parameter for the report, you can
choose a specific value to narrow the focus of the report or skip selecting a value
to include all Supervisory Codes.

Organization ID and Person Name are optional parameters for this report.

Enter an Org Code in the Org Code field. You can enter a full Org Code (e.g.,
AB1234) or you can search for multiple Org Codes using the percent symbol (%)
as a wildcard (e.g., AB%).

The Person Name field is an optional parameter for the report, you can choose a
specific value to narrow the focus of the report to a single Learner or skip
selecting a value to include all Learners within the specified Org Code.
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Click the Generate Report button.

Reporf Parameters - NIH CLP Transcript Completions Report

Field of Study Name™ NIH Supervisory CLPs &
CLPs From Date* 01/10/2020 T
CLPs To Date (Date range not to 01!0912023 s

exceed 3 years)*

Supervisory Status -Select One- « /

Enter Crg ID or Person Name:

Crganization 1D (2 characters 0
required. Use % to include sub- HNA%
orgs)

Person Name:

Generate Report Cancel

Figure 10 — Generate Report button

Click the Print this report icon.

Generate
Report

L R T % [ 10f 1208 | [150% ]~

i3]

NIH CLP Transcript Completions Report

Field of Study Name: NIH Supervisory CLPs Supervisory Status:
Print this

CLPs From Date: 01/10/2020 Qrganization ID: HNA%
report / %
icon CLPs To Date: 01/09/2023 Person Name:

Last Name First Name HHSID Course Name Course ID Offering.  Offering_

Start Date End Date

CLP's
(Credits)

Figure 11 — Print this report button
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Click the Export button on the Print to PDF message box.

Print to PDF N

Page Range:

® All Pages
O Select Pages

From:

[ ]
B |:| Export

Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

—
‘ Export |

Figure 12 — Export button

Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at

the top of the screen in the Microsoft Edge browser when the pdf has been
created. Click the Open file link on the notification to open the pdf file in

Adobe Reader/Acrobat.

Downloads B Qa - £ Open file

 — link
CriwebGP_NIH_CLP_Transcript rerTs_aamin.rpt...
o ]
" Openfile

Figure 13 — Open file link

Print the file from Adobe Reader/Acrobat.

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

m National Institutes of Health | Office of Human Resources | hr.nih.gov

Office of Management
01/12/2023


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

Name
field

Office of
N |H National Institutes of Health Humans=rs

Office of Management P = Resou rces

Running the NIH CLP Transcript Completions Report for

Learner

This QRG will guide approvers through the task of running the NIH CLP
Transcript Completions Report for Learner. This report allows Learners to
generate a report showing all transcript items that contain a Field of Study for a
specific date range. The report can be run either for the Learner themselves.

Log into the LMS.

Click the Reports link in the left navigation menu.

Reports
link

Video Announcements

We are very excited to welcome you to the new 7.2 version of the HHS Learning Portal!

Please take a quick look at this video that shows instructions for "Using the Message
Center" (to maximize the video, click "YouTube" at the bottom right corner of the video
screen).

_ LMS Cn-Demand Video: Using the Message Center
| -

Learning
Plans
Competencies

Reports

Announcements for NIH Staff

Figure 1 — Reports link

Enter NIH CLP in the Name field and click the Search button.

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).

m Category  |-Select One-

Report Template l:l&’\ Engine Type [-Select One- N

Configure | Save Search Query

Search

Reports

Search
" button

Figure 2 — Name field and Search button
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Click the Actions link.

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).

Name Category -Select One- .

Report Template l:l gl Engine Type |-Select One- .

Configure | Save Search Query Actions

Search )
link

Reports Create New Report | Print | Export | Modify Table

Name Report Template Description Engine Type Actions

This report displays the credits

NIH CLP eamed by the learner for each

Transcript NIH CLP Transcript field of study attached to the Managed

Completions Completions Report coursefoffering post course Re ur% Actions

Report for for Learner completion for a given date P

Leamner range. ** Note: The date range is

not to exceed three years.
Figure 3 — Actions link
Click the Execute link on the Actions activity menu.
Reports
Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover over the Actions link E t
xecute

for options)

" link

Name NIH CLP Category -Select One- .
Report Template :g’\ Engine Type |-Select One-

Configure | Save Search Query

Search Actions
Email

Reports Create New Report | Print | Export | Modify T Z:::ﬁ:e
Name Report Template Description Engine Type Acti

This report displays the credits
NIH CLP eamned by the learner for each
Transcript NIH CLP Transcript field of study attached to the Managed
Completions Completions Report course/offering post course Re ng Actions
Report for for Learner completion for a given date p
Learner range. =~ Note: The date range is

not to exceed three years

Figure 4 — Execute link on the Actions activity menu
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The report parameters screen appears. The CLPs From Date and CLPs To Date
fields will be populated with the last three calendar years date range by default.
You can use the CLPs From Date and CLPs To Date fields to change the date
range, manually entering a date in MM/DD/YYYY format, or you can use the
CLPs From Date and CLPs To Date pick icons to select a date range.

NOTE: The date range for the report cannot exceed 3 years.

CLPs From
Date pick
icon

Report Parameters - NIH CLP Transcript Completions Report for Learner

CLP From Date (Date range not  04/24/2014 @| ’(
to exceed 3 years)* T

CLP To Date® 01/24/2017 =
Generate Report Cancel CLPS To Date

[~ pick icon

Figure 5 — CLPs From Date and CLPs To Date pick icons

Click the Generate Report button.

Report Parameters - NIH CLP Transcript Completions Report for Learner

CLP From Date (Date range not | 01/24/2014 m|

to exceed 3 years)*

CLP To Date* 01/24/2017 =

Generate Repor‘t Cancel
\ Generate
P—

Report

Figure 6 — Generate Report button
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Click the Print this report icon.

00 [ & iiar ]

NIH CLP Transcript Completions Report for Learner m

Name: — - CLP From Date: 01/24/2014
HHS ID: —— CLP To Date: 01/24/2017
Print this Organization ID: —
re, pOI’t Supervisory Status:
icon Course Name Course ID Offering Start Offering End. Completion Date

No Results Returned. Please check your parameters.

Figure 7 — Print this report button

Click the Export button on the Print to PDF message box.

X

sy
Print to PDF

Page Range:

® All Pages
O Select Pages

From:

L]
o] Export

Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

‘ Export |

Figure 8 — Export button
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Depending on the amount of data in the report, it could take
the LMS to export the report data into a pdf file. A notificatio

up to five minutes for
n will display at

the top of the screen in the Microsoft Edge browser when the pdf has been
created. Click the Open file link on the notification to open the pdf file in

Adobe Reader/Acrobat.

Downloads P oQ -

Open file
— link

= CrvebGP_NIH_CLP_Transcript Cormplatiasseer=roL....
e e

Figure 9 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refe
Page.

r to the LMS Support
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Running the NIH Missing NED Servicing AOs by Org Report

This QRG provides instructions for generating the NIH Missing NED Servicing
AOs by Org Report. This report creates a list of all NIH staff who are missing the
Servicing AO in the NIH Enterprise Directory (NED) for a specified Organization
and sub-Organizations. This report is important for ensuring that the AAO in the
LMS is correct for organizations that have “opted-in” to the NED Servicing
AO—->LMS AAO data feed process.

Log into the LMS.

Click the Admin icon.

2 HHS Learning Portal

o, ‘\_.:' The Joy of Learning Enabled Through Access! | | ' . MIH LearningAdmin
Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

Reports | — Orders

I'nk CrtarlEiey Create orders for offerings or packages.
Bulk Orders
Shipments 1.0rder Contact 2 Billing 3.0fferings 4 Order Management 5.Payment 6.Receipt
Leamning Administration
ricing Order Type* ® Order
Ti\jging Units O Subscription Order
Reports

Include Contact as Learner

Billed To* O Order Contact
® Order Contact's Organization

®

Contact Name* nihregistrar
Select Organization HNAMES

Figure 2 — Reports link
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Enter “NIH Missing” in the Name field and click Search.

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).

Learnin
Name )
field \m\

Report Template @

Configure | Save Search Query

Reports

Search

Figure 3 — Name field and Search button

Click the Actions link for the HHS All Approvers by Org Report.

(hover

Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported

Learning

over the Actions link for options).

Name |NIH Missing | Category |-Select One- [v]
Report Template | |EI
Configure | Save Search Query
Search /

Reports Create New Report | Print | Export | Modify Table
Name Report Template Description Engine Type Actions

s This report returns individuals in
NIH Missing e o

o each Organization whose Additional

geED. - ng M.'SS'HAQONED 0 Approver for Orders is missing. The réﬂanaged Actions
AOF:IEIH%I' enicing Alss by Yrg report lists the learner's name, po

v HHSID, Org ID and Person Type.

NIH)

01/12/20

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

Reports
Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover / E'xeCUte
over the Actions link for options). link
Name |NIH Miss | Category |-Select One- ||

Report Template | |L§’|

Configure | Save Search Query Actions

Search
Email
Execute

Reports Create New Report | Print | Export | Modify T Subscribe

Name Report Template Description Engine Type Acti

NIH Missing This report returns individuals in

_ h Organization whose Additional
geErEicing gﬁﬁ:x&%ﬂiﬁ Org K?J‘;)rov;%?g:zgrlggr;{ isfjri?ssingl.l'cl)'ﬂg g:g?ger! Actions
AOs by O report lists the learner's name,
g HHSID, Org ID and Person Type.
Figure 5 — Execute link on the Actions activity menu
Enter the Organization ID in the Organization ID field. You can use a percent
symbol (%) as a wildcard field to capture all of the sub-Organizations.
Report Parameters - NIH Missing NED Servicing AOs by Org | ;’70’”""’3
e

Org Code (2 characters minimum
required. Use % to include sub-
orgs)*

Generate Report Cancel

Figure 6 — Org Name field

m National Institutes of Health | Office of Human Resources | hr.nih.gov

Office of Management
01/12/2023



Office of

Human s~
Resources

m) National Institutes of Health
Office of Management

Click the Generate Report link.

Generate
. . . . Ve Report
Report Parameters - NIH Missing NED Servicing AOs by Org button
ecured Uoe o e HNAZ
orgs)*
Generate Report Cancel
Figure 7 — Generate Report button
To print the report, click the Print this report icon.
0.8 &|naFr o[ |-
#
/ NIH Missing NED Servicing AOs By Org m
Org Code: HNA%
Print this
report First Name Person Type
icon N Figure 8 — Print this report icon
Click the Export button on the Print to PDF message box.
Print to PDF ol
Page Range:
@ All Pages
O Select Pages
From: I:I
s I:l Export

Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

| Export k{

Figure 9 — Export button
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Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at the
top of the screen in the Microsoft Edge browser when the pdf has been created.
Click the Open file link on the notification to open the pdf file in Adobe
Reader/Acrobat.

Downloads Ba - 2
NIH Missing NED Servicing AOs By Org.pdf o.pen flle
© Openfile &— link

Figure 10 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the NIH Order Approvals by Org/Approver Report

This QRG provides instructions for generating the NIH Order Approvals by
Org/Approver Report. This report lists all fully approved NIHTC orders (not
cancelled or dropped) by Org or Approver. These are order approvals made by a
Manager, Alternate Manager, Alternate Approver for Orders (AAO), or an LMS
Administrator during a specified date range (not to exceed 365 days). This report
can create a list of approved training that an approver can submit to their Budget
Officer.

Log into the LMS.

Click the Admin icon. Admin

icon

g HHS Learning Portal

[ The Joy of Learning Enabled Through Access! | ' 4 - NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link from the left navigation menu.

ba‘”g Courses

Offerings Title Course ID

— —
Subscription Orders Domain | & Audience Type/Subtype (=1

Sub: "
Subscription Order History i me] [oaveycemenOery

Easy Entry Templates Search

Session Templates
Course Mew Course |

Audience Types

Catalog Guide

Packages

Tasks

Certificate Templates

Certificate Template Keywords

Categories

Certifications

Curricula

Blended Programs
Resources
Continuing Education Plans
Learning Administration

Legacy Assessments

Reports Knowledge Base

H Production Repository
link oS
Content Tools
Pricing

Reports

Figure 2 — Reports link
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Enter NIH Order Approvals by Org/Approver in the Name field and click the

Search button.

Reports

m

Report Template

Configure | Save Search Query

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).

Category -Select One- -

&J

Search

Search

/ button

Figure 3 — Name field and Search button

Click the Actions link for the NIH Order Approvals by Org/Approver Report.

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).

Learning m_

Name

|nih order approvals by org.fe|

Category -Select One- v

Report Template |

|v‘§ Engine Type -Select One- v

Configure | Save Search Query

Reports

Name Report Template

NIH Order
Approvals by
Org/Approver

NIH Order Approvals
by Org/Approver

Search

Create New Report | Print | Export | Modify Table

Description Engine Type Actions

This report returns all FULLY
APPROVED NIHTC orders (not
cancelled or dropped) by Org or
Approver. These are order
approvals made by a Manager,
Alternate Manager, AAC, or a LMS
administrator during a specified
date range (not to exceed 365
days)

Managed

Repart Actions

Actions

/ link

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

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).
Execute
Name ‘nih order approvals by org.fa| Category -Select One- v
Report Template ‘ ||£ Engine Type -Select One- v
Configure | Save Search Query
Search
Actions
Reports Create New Report | Print | Export | M g:j:”ute
Subscribe
Name Report Template Description Engine Type
This report returns all FULLY
APPROVED NIHTC orders (not
cancelled or dropped) by Org or
NIH Order NIH Order A | Approver. These are order M d ‘
oo, by Orglhpprover AT N s Reor AT
administrator during a specified
date range (not to exceed 365
days)
Figure 5 — Execute link on the Actions activity menu
The default date range for the report is the last one (1) day. If you want to change
the date range, enter the From Order Approval Date and To Order Approval Date
in the appropriate fields in MM/DDD/YYYY format. Alternately, you can use the
From Order Approval Date and To Order Approval Date pick icons to select
the date. From Order
Approval Date

Report Parameters - NIH Order Approvals by Org/Approy / pick icon
From Crder Approval Date* [D1,{12}2022 ] i

To Order Approval Date” (the

dat t not d 365 g

d::s;_fmge st notexces 01/12/2023 \ To Ol’der

Org ;\lame {Use % to include sub- \ APPI'OVaI Date
orgs

pick icon
Approver Name (If Org and -
Approver not populated, default @
to user running report)

Generate Report Cancel

Figure 6 — From Order Approval Date and To Order Approval Date pick icons
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Click the Generate Report button.

Report Parameters - NIH Order Approvals by Org/Approver

From Crder Approval Date* [D']” 2/2022 ] = Generate
To Order Approval Date* (the . Report
date range must not exceed 365 iz

s 01/12/2023 button

Qrg Name (Use % to include sub-
args)

Approver Name (If Org and
Approver not populated, default
to user running report)

&

Generate Report Cancel

Figure 7 — Generate Report button

To print the report, click the Print this report icon.

QO-.8 & ‘.)‘o_‘ 1oft  |=125% |v

@) Print Date 1/12/2023

=]
/ NIH Order Approvals by Org/Approver NIH

H H From Order 01/12/2022 Org Name:
P"nt thIS Approval Date:
report / To Order Approval ~ 01/12/2023 Approver Username:
. Date:
icon

PROVED orders that were not cancelled or dropped
Order Order Document  Course Title

Course ID  Start Date End Date Price C. Approval  Approver Approver

Creation Number  # Order Date Name HHS ID

Date Line ltem

Figure 8 — Print this report icon
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Click the Export button on the Print to PDF message box.

Print to PDF N

Page Range:

® All Pages
O Select Pages

From:

[ ]
B |:| Export

Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

—
‘ Export |

Figure 9 — Export button

Depending on the amount of data in the report, it could take up to five minutes for

the LMS to export the report data into a pdf file. A notification will display at the

top of the screen in the Microsoft Edge browser when the pdf has been created.

Click the Open file link on the notification to open the pdf file in Adobe Open file

Reader/Acrobat. / link

Downloads B Qe ér

gp_nih_order_approvals.pdf
" Open file

Figure 10 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the NIH Order Reconciliation Report

This QRG provides instructions for generating the NIH Order Reconciliation
Report. This report is needed to reconcile the NIHTC training orders in the LMS
with the NIH Business System (NBS) financial transaction data. The results can
be further refined using the Organization, Document Number, or a specific CAN.
This report can be used to determine what orders are still in Pending Approval

state for a specific Org Code.

Log on to the LMS.

Click the Admin icon.

: g HHS Learning Portal

The Joy of Learning Enabled Through Access! | | ){

NIH LearningAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

NIH)

Offerings Title Course ID
Subscription Orders Domain
Subscription Order History Configure | Save Search Query
Easy Entry Templates
Session Templates
Course
Audience Types
Catalog Guide
Packages
Tasks
Certificate Templates
Certificate Template Keywords
Categories
Certifications
Curricula
Blended Programs
Resources
Continuing Education Plans
Learning Administration
Legacy Assessments
Knowledge Base
Production Repository
Content Tools
Pricing

Reporis

|
LLL| Audience Type/Subtype

[®

Search

Mew Course |

Figure 2 — Reports link
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Enter NIH Order Reconciliation in the

Name field and click the Search button.

Reports

(hover over the Actions link for options).

Name
field

$

=
Report Template | &

Configure | Save Search Query

Reports

Reports contain data that you can use for analysis and decision-making. They can be printed or exported

Search

/ button

Category -Select One-

Search

Figure 3 — Name field and Search button

Click the Actions link for the NIH Order Reconciliation Report.

Reports

over the Actions link for options).

CAN.

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (hover

using the Organization,
Document Number, or a specific

MName MNIH Order Reconciliation Category -Select One- -
(|
Report Template &
Configure | Save Search Query
Search
Actions
Reports Print | Export | Modify Table L link
Name Report Template Description Engine Type Actions
This reportis needed to
reconcile the NIHTC training
arders in the LMS with the NBS
NIH Order NIH Order . :
Recaonciliation Recanciliation financial ransaction data. The Managed Actions
Report Report results can be further refined Report

Figure 4 — Actions link
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Click the Execute link from the Actions activity menu.

Reports

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

m_ e
Learning .
link

MName MIH Order Reconciliation Category -Select One- -

=
Report Template &

Configure | Save Search Query

Search .
Actions
Reports Print | Export | Modify T 5™
Execute
Subscribe
Name Report Template  Description Engine Type Actit
This reportis needed to
reconcile the NIHTC training
orders in the LMS with the NBS
MIH Order MIH Order . X
Reconciliation Reconciliation ﬂnanncmltrar;se;dlltn:]n dat?.Tge ganaﬁed Actions
Report Report results can be further refine epo

using the Organization,
Document Mumber, or a specific
CAN.

Figure 5 — Execute link on the Actions activity menu

Enter the From Order Creation Date and To Order Creation Date in the
appropriate fields in MM/DDD/YYYY format. Alternately, you can use the From

Order Creation Date and To Order Creation Date pick icons to select the date.
From Order

— Creation Date
Report Parameters - NIH Order Reconciliation Report __— pickicon

From Offering Start Date* 01/12/2023
To Offering Start Date (the date

range must not exceed 15 01/12/2023
months)*

Enter at least one option:
Organization ID (must be two (2)
character minimum, use % to
include sub-orgs) TO Order
Document # / Order Line Item \ Creation Date
(you must enter eight (8) numeric . R
characters Ex: 01435560) pick icon

CAN # (you must enter seven (7)
numeric characters Ex: 8339269)

Course Owner 74

Generate Report Cancel

Figure 6 — From Order Creation Date and To Order Creation Date pick icons

NOTE: The date range in the From Order Creation Date and To Order
Creation Date fields cannot exceed one (1) year.
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Click the Generate Report button.

Report Parameters - NIH Order Reconciliation Report

From Offering Start Date* 01/12/2023

To Offering Start Date (the date
range must not exceed 15 01/12/2023

months) Generate

Enter at least ane option: Report
Organization ID (must be two (2)

character minimum, use % to button
include sub-orgs)

Document # / Order Line ltem
(you must enter eight (8) numeric
characters Ex: 01435560)

CAN # (you must enter seven (7)
numeric characters Ex: 8339269)

Course Owner

Generate Report Cancel

Figure 7 — Generate Report button

To print the report, click the Print this report icon.

Q0|3 & 1ors o 100% |e

NIH Order Reconciliation Report NlH

Print this —
Organization ID:

r eport / Document Number:

icon CAN Number:

From Offering Start Date: 01/12/2023
To Offering Start Date: 01/12/2023
Course Owner:

Order Order # Learner Name Person Type Course Title Course ID OfferingID  Offering  CAN
Creation Start Date

Date

Figure 8 — Print this report icon
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Click the Export button on the Print to PDF message box.

Print to PDF e

Page Range:

@ All Pages
(O select Pages

.

To:
Export

Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

— K&
‘ Export |

Figure 9 — Export button

Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at the
top of the screen in the Microsoft Edge browser when the pdf has been created.
Click the Open file link on the notification to open the pdf file in Adobe
Reader/Acrobat.

Downloads B - P
NIH Order Reconciliation Report.pdf oPen ‘ﬁle
" Openfile €= link

Figure 10 — Open file link

Print the file from Adobe Reader/Acrobat.

If you experience trouble with this process, please refer to the LMS Support
Page.
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Running the NIH Registrations Needing Approval Report

This section will guide approvers through the task of running the NIH
Registrations Needing Approval report. This report allows you to easily view key
information, such as the CAN, for any orders pending your approval. All
registrations pending approval are listed in this report, regardless of whether or
not your approval point has been reached in the approval chain.

The report also allows you to view another approver’s pending approvals, so you
can take action on behalf of someone who would normally be unable to make the
approval themselves.

When one of your team members is added to an order needing approval, you will
receive an email notification from the LMS stating that there is a registration
pending your approval.

Log on to the LMS.

Select the My Team icon. My
Team
icon

2 HHS Learning Portal

B, , ‘._“* The Joy of Learning Enabled Through Access! L ). [0 l NIH Manager

Figure 1 — My Team icon

Select the Reports link on the bottom left of the page.

Manager Welcome

We are very excited to welcome you to the new 7.2 version of the HHS Learning
Portal!

The following video shows the proper placement of a CAN number within an order.

Entering The CAM Properly

Team Directory
RePOrtS Search
Ilnk Learning

Plans

Skills

Reports

Figure 2 — Reports link
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Name
field

Enter NIH Registrations in the Name field and select the Search button.

Reports

link for options).

\\

MName Category -Select One- -

®

Report Template

Configure | Save Search Query
Search

Reports

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

Figure 3 — Name field and Search button

In the Reports table, select the Actions link for the NIH Registrations Needing

Approval report.

Reports
link for options).

Mame MIH Registrations Category -Select One- -

il
Report Template &J

Configure | Save Search Query
Search

Reports Print | Export | Modify Table

Name Report Template Description Engine Type Actions

This report shows the pending
NIH registrations that need the

Registrations MIH Registrations current users approval as a Managed Actions
Needing Needing Approval Manager, Alternate Manager Report :
Approval and/or Additional Approver on

Orders.

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

Figure 4 — Actions link
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Select the Execute from the Actions activity menu.

Reports

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

link for options). .
prons) 7 link

MName MNIH Registrations Category -Select One- -
=l
Report Template &J

Configure | Save Search Query

Search Actions
Email
Reports Print | Export | Madify T Execute
Subscribe
Name Report Template  Description Engine Type Actic
This report shows the pending
MIH registrations that need the
Registrations MIH Registrations current users approval as a Managed Actions
MNeeding Meeding Approval Manager, Alternate Manager Report :
Approval and/or Additional Approver on
Orders.

Figure 5 — Execute link on the Actions activity menu

To generate the list of your own pending approvals, select the Generate Report
button.

Generate
Report Parameters - NIH Registrations Needing Approval Report

button

Do NOT generate my pending |
approvals list

Approver Name @

Generate Report Cancel

Figure 6 — Generate Report button
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To generate the list of another approver’s pending approvals, select the Do NOT
generate my pending approvals list checkmark and then select the Approver
Do NOT Name pick icon.
generate my
pending

Report Parameters - NIH Registrations Needing Approval Approver

approvals list ~——- - Name pick
checkbox icon
Do NOT generate my pemtt 0

approvals list

Approver Name @

Generate Report Cancel

Figure 7 — Do NOT generate my pending approvals list checkbox
and Approver Name pick icon

Enter the first and last name of the other approver in the First Name and Last
Name fields and select the Search button.

Last Name Search Person, Internal

field \ First Name
Supervisors: you can easily display all of your staff by entering your login ID into the "Manager™” field, clicking / field

e Magnifying Glass graphic, and then clicking the "Search™ button.

Population Internal First Name

Last Name | Person ID

Username | | IManager | |@
COrganization | |@ Location | |@
Domain | |@ Person Type -Select One- Search
Security Roles -Select One- Terminated After I:I @ / button
Terminated Before I:I @ Include All Suborganizations [ ] /

Search

Figure 8 — First Name and Last Name fields and Search button
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Select the checkbox for the name of the other approver.

Search Person, Internal

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.

Population® Internal First Name nih
Organization I:I@ Location I:I@
Domain l:l@ Person Type -Select One-

Security Roles -Select One- Terminated After |:| @
Terminated Eefore |:| @ Include All Suborganizations [

Select Search
checkbox
People Print | Export
Showing 1 out of 1 results
&ect First Name |Last Name Username Person Type PersonID Organization Location Manager
0 NH ALTERNATEMANAGER NIHALTERNATEMANAGER 00390467  HNAMG
Figure 9 — Select checkbox
Select the Generate Report button.
Generate
Report Parameters - NIH Registrations Needing Approval | - Report
button
Do NOT generate my pending
approvals list
Approver Name NIHALTERNATEMANAGER @
Generate Report Cancel

Figure 10 — Generate Report button
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Review the information included in the report to determine accuracy, paying
attention to the CAN to ensure the proper obligation of funds. Any orders without
a CAN will display as N/A.

NOTE: Refer to LMS QRG TS73-S: Review/Add CAN on an order—Manager
or Alternate Manager or TS74-A: Review/Add CAN on an order-AAO to
modify a CAN if necessary.

To continue the process and approve the order, refer to the following LMS
QRGs, depending on your role in the approval chain:

TS75-S: Approve Orders—Manager
TS76-S: Approve Orders—Alternate Manager
TS71-A: Approving Orders—AAQO

To print the report, select the Print this report icon.

QO | S| eiftoft  |=1d% |-
ii]
2 Print Date 1/6/2023
/ S NIH);
Registrations Needing Approval
Print this
Do NOT generate my pending approvals list: Checked
report
icon Approver Name: NIHALTERNATEMANAGER
LEARNER NAME ORDER  ORDER TITLE COURSEID START END PRICE CAN MANAGER PENDING
_NUMBER CREATION
DATE

Figure 11 — Print this report icon
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https://hr.nih.gov/sites/default/files/public/documents/hr-systems/lms/pdf/ts71-approving-orders-aao-01.pdf
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Select the Export button on the Print to PDF message box.

¢
Export ~

File Format:

PDF -
Page Range: _

® All Pages
) select Pages

Erom: I:I button

Export

‘ Export |z

Figure 12 — Export button

Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at

the top of the screen in the Microsoft Edge browser when the pdf has been
created. Select the Open file link on the notification to open the pdf file in

Adobe Reader/Acrobat.

Downloads B Qo - 2 Open file

gp_nih_pending_appro e
- Open file

Figure 13 - Open file link

Print the file from Adobe Reader/Acrobat.

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

This report enables administrators to identify all Learners enrolled in a specific
offering, including email addresses, by registration status, and print a class sign-
in sheet.

Log into the LMS.

Click on Admin icon. .
Admin icon

f g HHS Learning Portal

The Joy of Learning Enabled Through Access! i 5 b 4 i NIH PeopleAdmin

Figure 1 — Admin icon

Click the Reports link in the left navigation menu.

o Internal People
External People Manage internal people profiles.

Distribution Lists

Advanced Search
Plan Types

Plan Forms
\ Plans
| earning =
CNmpetencies
Search
Prestriptive Rules

Reports

P
MNames* i @

Internal Pecple MNew Internal Person
Message Center

Figure 2 — Reports link
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Enter NIH

Roster in the Name field and click the Search button.

Name

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

MName

Reports

link for options).
Report Template @
Configure | Save Search Query

Reports

Category -Select One- - -

Search

Figure 3 — Name field and Search button

Click the Actions link for the NIH Roster Report.

Reports
over the

Reports

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

MName MIH Roster Category -Select One- -
(!
Report Template LQJ
Configure | Save Search Query
Search /
Reports Print | Export | Modify Table
Name  Report Template Description Engine Type Actions
This report enables administrators to
MNIH identify all learners in a given offering, Managed
Roster  MIHRoster Report  including email addresses, by Report Actions
Repart registration status, and print a class sign-
insheet.

NIH)

Figure 4 — Actions link
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Click the Execute link on the Actions activity menu.

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).

Execute link

Name MIH Roster Category -Select One- -
|
Report Template &
Configure | Save Search Query Actions
Search
Email
Execute
Reports Print | Export | Modify T supscribe
Name Report Template Description Engine Type Actit
This report enables administrators to
MIH identify all Iearners in a given offering, Managed
Roster  MIH Roster Report  including email addresses, by . Actions
A - . ) Report
Report registration status, and print a class sign-
in sheet.

Figure 5 — Execute link on the Actions activity menu

Click the Offering Number pick icon.

Report Parameters - NIH Roster Report Offering

|__— Number pick

/ iCOn
Offering Number(Offering cannot (5’ '

exceed more than 5 sessions)” —

Only Waitlisted™ No

Generate Report Cancel

Figure 6 — Offering Number pick icon

Note: When the Only Waitlisted parameter is set to “Yes”, the report will
return approved and pending approval waitlisted enroliments only.
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To search for the offering, you can use the Title, ID, Domain, Audience
Type/Subtype, Start Date >=, End Date<=, Course ID, and Language fields,
and/or the Delivery pull-down menu. Once you have entered the search criteria,

click the Search button.

Title .
field \ / ID field
Domain Offerings
field \ Audience
; ID L Type/Subtype
\Dh:$ |@ Audience Type/Subtype |E|/ field
Start Date == @ End Date <= @
Course | Language |§__,____——-—-'“ Lf’nguage
Coursep |7 field
" - Delivery -Select One- E
field
/ﬁave Search Query
Delivery / seareh =~
pull-down |~~~ Search
menu Figure 7 — Title, ID, Domain, Audience Type/Subtype, Course ID, and Language button
fields, the Delivery pull-down menu, and the Search button
You can also enter the Start Date and End Date in the appropriate fields in
MM/DDD/YYYY format. Alternately, you can use the Start Date >= and End
Date <= pick icons to select the date.
Start Date >=
pick icon ~

Domain
Start Date ==
Course ID

Delivery -Select One-

Configure | Save Search Query

D
ol
|f-i| Audience Type/Subtype
ﬁ End Date <=

Language

[=]

End Date <=
L~ pick icon

G

R

[

Search

Figure 8 — Start Date >= and End Date <= pick icons
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Click the Select checkmark to select the offering.

Office of

Human s~
Resources

Offerings
Title D
Start Date == 01/01/2010 @ End Date <= 12/31/2010 @
Enroliment Closes Before == @ Open Enrollment Date == @
Language @ Domain @
Audience Type/Subtype @ Status -Select One- |Z|
4l
Location &J Courze ID
Delivery Instructor led [=]
Configure | Save Search Query
Search
12345 Mext[®
Print | Export | Modify Table
Showing first 25 out of 195 results
Select Title 1D Course 1D Start Date End Date |Location Language
MIH-Halding 5116
=] Employees 00019382 NIHTCMGT1127 1002602010 1002712010 Ex ; English
ecutive Blvd
Accountable
MNIH NHGRI
=] Federal 00015463 NIHNHGRIADM109 02/25/2010 02/25/2010 31 CenterDr  English
Benefits
Microsoft Office HHS .
5] Word 2007 00016915 IT8251 05/26/2010  05/26/2010 University English
Figure 9 — Select checkmark
Click the Generate Report button.
Report Parameters - NIH Roster Report
Generate
Offering Number(Offering cannot 00016915
exceed more than 5 sessions)* / Report
button
Only Waitlisted* No
Generate Report Cancel

Figure 10 — Generate Report button
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To print the report, click the Print this report icon.

0o0-|[&a|niio |G-
NIH Roster Report m)
. . Course Title: Microsoft Office Word 2007 Location Name: HHS University

Print this

Offering ID: 00016915 Facility Name: Switzer Building - Washington, DC
report /
. Start Date: 05/26/2010 Only Waitlisted: No
icon

End Date: 05/26/2010 Session Name: W9-5

Owner/CSR: I Student Count: 0

LAST NAME FIRST NAME EMAIL SESSION INITIALS SIGNATURE

Figure 11 — Print this report button

Click the Export button on the Print to PDF message box.

Print to PDF N

Page Range:

@ All Pages
O Select Pages

.

To:
Export

Print to PDF: button

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

/

—
‘ Export

Figure 12 — Export button
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Depending on the amount of data in the report, it could take up to five minutes for
the LMS to export the report data into a pdf file. A notification will display at the
top of the screen in the Microsoft Edge browser when the pdf has been created.
Click the Open file link on the notification to open the pdf file in Adobe
Reader/Acrobat.

Open file

Downloads B a - link
CrWebGP_NIH_Roster

m )

" Open file

Figure 13 — Open file link

Print the file from Adobe Reader/Acrobat.

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

The NIH Transcript report will provide a comprehensive list of all completions
recorded in the HHS Learning Portal (LMS) for a specified date range. The
completions displayed in the report are limited to the Learner who has logged
into the LMS.

Log into the LMS.

NOTE: For instructions about logging on, refer to the Log-On Instructions (TS02-
L) QRG.

From the LMS Home Page, select the Reports link in the left navigation menu.

Video Announcements

Wi are very excited to welcome you to the new 7.2 version of the HHS Learning Portal!

Please take a quick look at this video that shows instructions for "Using the Message Center” (ko maximize the
videa, click "¥ouTubza" at the bottom right comer of the video screen),

LMS On-Demand Video:

=S

Using the Message Center 4

Learning

Plans u
ompetencies it VAt bbb eoe i !
Reports —— —

Figure 1 — Reports link in the left navigation menu

Enter NIH Transcript in the Name field and select the Search
button.

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)

Name T ] ceesoy  Selestone
Report Template l:l@ Engine Type -Select One-

Configure | Save Search Query
Search

Figure 2 — Name field and Search button
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Print this
report
icon

Select the Actions link for the NIH Transcript report. Select Execute.

Reports

Name -Select One-

-
Report Template \:I & EngineType -Select One-

Configure | Save Search Query

Reports Create New Report | Print | Export | M
Name Report Template Description Engine Type
NIH Transcript  NIH Transcript This report displays transcript IManaged
Report Report information for an internal learner. Report

Reports contain data that you can use for analysis and decision-making. They can be printed or exported (H

~
Actions
Email

Execute
Subscribe

Actions/

Actions link

Figure 3 — Actions link for the NIH Transcript report

Enter the Completion Date After and Completion Date Before in the

appropriate fields in MM/DD/YYYY format. Alternate, you can use the Completion

Date After and Completion Date Before pick icons to select the dates.

Select the Generate Report button to continue.

Report Parameters - NIH Transcript Report

| __— Completion

Date After
Completion Date After* 01/01/2022
Completion Date Before™ 12/31/2022 < Completion
Date Before
Generate Report %

———— Generate

Figure 4 — Generate Report button

report button

To print the report or save as a *.PDF document, click the Print this report icon.

£ D))

NIH Transcript Report

Internal Learner:
Job Type:
Organization ID:
Organization Name:

Email:

Completion Date After: 01/01/2022 12/31/2022

Completion Date Befora:

Completion
Status

Title Course ID Version Delivery Completion
Date

Credits

Figure 5 — Print this report button
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Select the Export button on the Print to PDF message box.

Print to PDF N

Page Range:

@ All Pages
O Select Pages

From: % Export
o button

Print to PDF:

The viewer must export to PDF to print. Choose the
Print option from the PDF reader application once the
document is opened. Note: You must have a PDF reader
installed to print. (eg. Adobe Reader)

| Export |

Figure 6 — Export button

Depending on the amount of data in the report, it could take a few minutes for the
LMS to export the report data into a pdf file. A notification will display at the

top of the screen in the Microsoft Edge browser when the pdf has been

created. Select the Open file link on the notification to open the pdf file in

Adobe Reader/Acrobat.
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Figure 7 — Open file link

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