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LEARNING MANAGEMENT SYSTEM (LMS)
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.

1. Log on to the LMS.

2. Click on Admin icon. Admin
icon

#°2 HHS Learning Portal

) The Joy of Learning Enabled Through Access! | 1 x v 1 | -r.|||-| LearningAdmin

Figure 1 — Admin icon
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3. Click the Reports link in the left navigation menu.

Offerings Title Course ID
Subscription Orders Domain (&7 audience TypelSubtype 74
e i L
Subscription Order History Conhigurs | G Goemsn AE,
Easy Entry Templates Search
Session Templates

Course MNew Course |

Audience Types

Catalog Guide

Packages

Tasks

Cerificate Templates

Cerificate Template Keywords

Categories

Certifications

Curricula

Blended Programs
Resources
Continuing Education Plans
Learning Administration
Legacy Assessments

Knowledge Base

Reports
link

Production Repository
Content Tools

Pricing

Reports

Figure 2 — Reports link
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4. 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 T~
M Category -Select One- -

—
Report Template |."'£|

Configure | Save Search Query
Search

Reports

Figure 3 — Name field and Search button

5. 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).

Learning m_

MName HHS Course Catalog Category -Select One- -
Report Template |,E|
Configure | Save Search Que .
gure | v search Actions
" 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 Report Course Title, Category, Delivery Report h
Report Type, Competency and/or Job

Figure 4 — Actions link

6. 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).

Name HHS Course Catalog Category -Select One- -
Report Template |E|
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 andior Job

Execute

/ link

Figure 5 — Execute link on the Actions activity menu

7. Click the Domain pick icon.

Report Parameters - HHS Course Catalog Report
Domain® |E|'
Course Title
Category |£|'
Competency Name |£|'
Delivery Type -Select One- -
Keyword |£|'
Display Course URL r
Generate Report Cancel

Figure 6 — Domain pick icon
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8. 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.

Name
field
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Figure 7 — Name field and Search button

Page 5 of 9



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

Web-Based.

Report Parameters - HHS Course Catalog Report

Domain® NIH Commaon
Course Title
Categaory

Competency Name

Delivery Type -Select One- -
Keyword
Display Course URL B

Generate Report Cancel

Delivery
_~ Type pull-
down menu

Figure 9 — Delivery Type pull-down menu

11.Click the Generate Report button.

Report Parameters - HHS Course Catalog Report
Domain* NIH Common &
Course Title
Category I_EI-
Competency Mame I_EI.
Delivery Type All -
Keyword I_EI.
Display Course URL -
Generate Report Cancel

Generate
Report
button

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

@S 1 e M [[100% |- | | i

Print Ef‘*“”""% Course Catalog Report
this @ Domain: NIH Common
report A Course Title:  N/A
icon Category: N/A
Competency Name: N/A

Keyword:

Description

Figure 12 — Print this report button

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

Print to PDF x

Fage Range:
(@ All Pages

() Select Pages
me:| | Tn:| |

O _ Export
Print to PDF:
LEJ o button

The viewer must export io PDF to print.

Choose the Print option from the PDF reader
application once the document is opened.

Mote: ¥ou must have a PDF reader installed to
print. (eg. Adobe Reader) %

Figure 12 — Export button

/
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14.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 bar will
display at the bottom of the screen in the Internet Explorer browser when the
pdf has been created. Click the Open button on the notification bar to open Open

the pdf file in Adobe Reader/Acrobat. / button

Do you want to open or save CrystalViewer.pdf from Ims.learning.hhs.gov? Open Save hd Cancel

Figure 13 — Open button

15.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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