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eLMS 5.8  User Job Aid – View Records

Purpose: The purpose of this job aid is to guide users through the step-by-step process of viewing their records.  Each task demonstrates viewing of different records. 

Tasks:

Task A: View Learning Plan 

Task B: View Learning History 

Task C: View Curriculum Status and Details 

Task A: View Learning Plan 

1. Navigate to Learning > Learning Plan from the top menu.
or
From the home page, click the Go to Learning Plan link.

2. This page displays the complete list of the items specifically assigned to you based on your learning needs. The list also includes items that you are required to complete on a recurring basis as well.

3. Your learning plan can be grouped and filtered multiple ways: 

· By Group.

· By Item filter.

· By Required filter.

· Or Sorted by Title, Type, Required By, or Status.

More information about each included below:

GROUP 

To view the item list by group, select a group option from the drop down list.

For example, by selecting Item Type as the group the list would display all items grouped by item type (in this example, Instructor-led and Online)

ITEM FILTER 

The items on the learning plan can be filtered by selecting a filter option from the drop down list.

For example, items can be filtered to show only items with online content.

REQUIRED BY FILTER:

The items on the learning plan can also be filtered based on their required date by selecting a filter option from the drop down list.

For example, items can be filtered to show only items that are due within the next 60 days.

SORT 

All items listed on the learning plan can be sorted by Title, Type, Required By, or Status by simply clicking the column header.

Task B: View Learning History 

4. Navigate to Learning > Learning History from the top menu.

5. The Learning History page shows you a summary list of the items that you have completed, the dates the items were completed as well as the completion status that was recorded.

To view the details of a specific item in your learning history, click the title of the item. 

6. You can sort the list by the Title of the items or the Completion Date of the items on the list by clicking the column header.
The Action column allows you to review content if the item contains online content, and/or print a completion certificate for completed items.
7. Click the Review Content button to review the online course.

8. Click the Print Completion Certificate button to print a certificate report in PDF format.

Task C: View Curriculum Status and Details  

9. Navigate to Learning >Curriculum Status from the top menu.

10. This page displays all assigned curricula, a next action date if applicable, and who assigned the curricula. 

Note: The Next Action Date is the next due date in the curriculum. The due date that appears belongs to the item that has the nearest due date. If there is an issue with the next action date, the Alert Icon appears.

The curricula list can be sorted by title or next action date by clicking the column header.

11. The status of each curriculum can be identified by the folder icon.  If a green checkmark appears on the folder the curriculum is complete.

12. Click the curriculum title links to view curriculum details.

From the curriculum details page you can view each item requirement plus sub-curricula, curriculum requirements, and/or sub-curricula requirements.

13. To view item requirements, click the   icon for additional details about each item within the curriculum.

14. The item list can be sorted by title, required by, or date completed by clicking the column header.

The Type column indicates the item type (blended learning, instructor-led, or online).
The Required By column indicates when the item is due.

The Date Completed column indicates a completion date for the item.  A  green star indicates credit is provided.
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	This page displays all assigned curricula, a next action date if applicable, and who assigned the curricula. 
Note: The Next Action Date is the next due date in the curriculum. The due date that appears belongs to the item that has the nearest due date. If there is an issue with the next action date, the Alert Icon ([image: image2.bmp]) appears.

The curricula list can be sorted by title or next action date by clicking the column header.
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	The status of each curriculum can be identified by the folder icon.  If a green checkmark appears on the folder the curriculum is complete.
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	Click the curriculum title links to view curriculum details.
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	From the curriculum details page you can view each item requirement plus sub-curricula, curriculum requirements, and/or sub-curricula requirements.

To view item requirements, click the [image: image6.bmp] icon for additional details about each item within the curriculum.

The item list can be sorted by title, required by, or date completed by clicking the column header.
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	The Type column indicates the item type (blended learning, instructor-led, or online).
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	The Required By column indicates when the item is due.
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	The Date Completed column indicates a completion date for the item.  A [image: image10.bmp] green star indicates credit is provided.
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	The Status column indicates the status of the item.
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	The action column will display different buttons depending on the item type.
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