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Purpose

The purpose of this job aid is to guide you through the step-by-step process of
configuring approval for user self-recorded event. Through this process, users can
record their own training completion for instructor-led and ‘other’ items. This will benefit
items such as reading a new policy, attending a meeting, or other items the user will be
held accountable for in the future.

In this job aid, you will learn how to:

e Task A. Locate an Item
e Task B. Modify Item Settings
e Task C. Add Self Certification Content Object
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Q Task A. Locate an ltem

1. Select Learning Activities to expand the menu of options.
2. Select Items.

3. Enter Search Criteria.

4. Select Search.

TALENT
MANAGEMENT Admin Center v
SYSTEM 2.0

Learning Administration

ltems Search | Add New | &
Menu Recents .
Search Saved Searches &
U ] Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a
list of values. You can also add or remove search criteria to further refine your search
My Leaming Search Save As Reset

> Manage User Learnin,

v Learning Activities

Hem Types: Starts With [~] Y
— Item 1D: Starts With ]

Case sensitive search:

Search All Localas: ) Yes ® No

Revision Date: v
Programs (MMIDDYYYY) ]
Revision Number: D
Curricula Starts With [v]
Item Title: Siarts With ~]
Curriculum Reguirements . .
= Online Settings [[]Has online content
Collections Security Domains: Starts With ] T
External Links Orders Enabled: O Yes O No ® Both
Librari Create Date After: 9
ranes [MMDDAYYY)
Competencies Create Date Before: =
(MM/IDDMYYYY)
Class Groups
Add/Remove Criteria ©
S T e Search Save As Reset

» Content

5. Select Item hyperlink from the search results.

Field Chooser & Dowmload Search Resulis =
Records parPage |10 | & | Pagec1 2 3 aPresious Nexis (29 fotal records) Page |1 SEN Go |
ltem « Tithe

WA 1215825 (Rev 1 - 111372008 02:30 PM Amernica™ew LFN Emerging Issues

York)
WA 1218935 (Rew 1 - 111872008 06:08 PM America™ew
York)

WA 1231926 (Rev 1 - 12/4/2009 11:31 AM America™ew  Sample Onfine [temiF
A

ork)
WA 1231927 (Rev 1- 12042009 11:32 AM America™ew  Sample Onfine [temKF
York)

WA 1231930 (Rev 1 - 12142008 11:42 AM America™ew  First Aid - Adult CPR

York)

WA 4191627 (Rev 1 - 31152048 04:08 PM America™ew  TMS Domain Manager Training 08-15-18

York)

WA 4T85 (Rev 1- BM152ME 04:30 PM Amenca™ew  test 1234
York)
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Q Task B. Modify Item Settings

1. Select Item Details tab.
2. Activate User can Add to Learning History slider.

3. Select Save.

liem Search S

test 1234
4191633

— R
o:\iﬁ:at'lnns Online Content Agenda Template Classes Request Reasans Class Requests Libr > L

*Assignment Type:

Optional (Optional) W

Completion

Auto Record Competency Rating on ltem Completion Require E-Signature

User can Add to Learning Histary: 9 Managers can Add to Leaming History:
I Save ICam:El ]
TRF i H“‘I - e
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Q Task C. Add Self Certification Content Object

1. From the item record, select Online Content.
Select the arrow to view the drop-down menu.
Select Add Content Object.

Item Search
Sample ltem
4557701
- Other Status: Active
, — Department of Veterans Affairs (VA) Cover Page: Inactive
E Revision/Date: Version 1, 9/15/2020

Online Content (0)
Title Content 1D Content Type

Mo content is associated with this item. | Add Content Object e
e Add Content Object
'

Add Content Package

Add Assessment
Add Exam Object (Legacy)

Create Folder

~ ®
< Template Classes Request Reasons Class Requests Tasks Libraries Categories

Actions

Currici >

4. Select the icon in the Content Object field to search for the one you want.

Add Content Object

*Content Object

*Object Title
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5. Enter selfcert in the Title field with the search option of Contains.
6. Select Search.

Content Objects

Search

Search Content Objects

Enter a value for each field that yow want to use to filter your search. Some fizlds allow you to select from a list of valwes. You can
slso add or remove search criteria fo further refine your search.

Case sensitive search:
Content Object 1D:
Title:

Description:

Status:

Online:

O Yes ® No e

Starts With v
Contains (v | [zetcert] =
Starts With v

® Active O Not Active O Both

® Is Online O Is Offine O Both

AddiRemove Criteria ©

Search

7. Choose the Select link of the Self-Certification Object that is in the Security Domain

you need.

Content Objects

= Search Results

Search m

View Content Objects Results

Records per Page (10 | | Page:1 2 3 4 5 wPrevious Nexts (81 total records)

D
ABQ-SelfCert_50_Redirect
BAY-4447377-02
BAY-4447370-03
BAY-SelfCert_SO_Redirect
BED-SeffCert_S0_Redirect
BHS-SetCert_S0_Redirect
CMO-SelfCert_S50_Redirect
CON-SelfCert_S0_Redirect
EPD-SeIfCEﬂ_SE}_RedirEd-

Description

ABQ SelfCert Scheduled Offering Redirect - Confirm Attendance
2018 SelfCert for All Clinicians Training (Updated)

2018 SelfCert for All Employees Training Manual

BAY SelfCert Scheduled Offering Redirect - Confirm Attendance
BED SelfCert Scheduled Offering Redirect - Confirm Attendance
BHS SelfCert Scheduled Offening Redirect - Confirm Attendance
CMO SelfCert Scheduled Offering Redirect - Confirm Attendance
COM SelfCert Scheduled Offering Redirect - Confirm Attendance
DPCS-5elfCert Scheduled Offering Redirect - Confirm Aftendance

TN o

Select
Select
Select
Select
Select
Select
Select
Select
Select

DVA-SetfCert_Frod

DWA-SelfCert_Prod

Select
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8. Enter the Object Title.
9. Select OK.

Add Content Object

*Content Object

| vA-SelfCert_Prod

*Object Tite

10. Select the Settings icon.

Item Search Actions

Sample Item
4557701

Other Status: Active
Cover Page: Inactive

. — Department of Veterans Affairs (VA)
; E Revision/Date: Version 1, 9/15/2020
~ ®

< Online Content Agenda Template Classes Request Reasons Class Requests Tasks Libraries

Online Content (2) @ ko

Content ID Content Type

Categories Curric. > 4

-
i

Title
v Sample lkem Root

Self-Certification DVA-SelfCert_Prod Browser

Save | Cancel
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11. Select Launch.
12. Turn the slider on for Content is available for launch.

Online Content Settings

Course Progression Completion
0 Content is available for launch {available for users) ml @

Skip content structure page on launch OFF
Reset User's Progress after Inactivity Days
Title Content Type Downloadable Lock Other Content When in Parameters
Progress
v Sample ltem Root
Self-Certification Browser

OK  Cancel

13. Select Completion.

14. (Optional) Turn the Slider On to Add to History on Completion of All Content.

15. Select a Completion Status from the drop-down list.

16. (Optional) Turn the Slider On for Users can Review Completed Content from

History.
17.Select OK.

Online Content Settings
Launch Course Pro@ | Completion I
@ Add to History on Completion of All Content: |

*Completion StatusT | VA'- COMPLETE (VA-Complete) - For Credit

U“@

@ | Users can Review Completed Content from History: m

AICC Max-Normal 99

Title Content Type Complete Content on Mastery Score
Launch
~ Sample tem Root
Self-Certification Browser

Add to History on Pass Add 1o History on
Failure

Cancel
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18. Select Save.

Item Search Actions
Sample Item
4557701
| Other Status: Active
- — Department of Veterans Affairs (VA) Cover Page: Inactive
i ; Revision/Date: Version 1, 9/15/2020
/\ X;'
< Online Content Agenda Template Classes Request Reasons Class Requests Tasks Libraries Categories Curric. > 4
Online Content (2) T = 4=
Title Content ID Content Type
v Sample lkem Root son
Self-Certification DVA-SelfCert_Prod Browser saa
@ Save | Cancel
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