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Job Aid: Launch Online Content

Purpose

The purpose of this job aid is to guide you through the step-by step process of identifying and
launching online content.

In this job aid, you will learn how to:
A. Identify online content
B. Launch online content

Task A. Identifying Online Content

You can identify the online learning

activities located on your To-Do List one Learning Plan
of two ways. _————
|, Search Learning Plan Show: | Everything = El___
1. Browse your Learning Plan for Overdue o Everyiing
. . = . . T8 days overdue i i ALy
items with the © Online icon. o overdoe [ M JQuanttatve ansysi Regarrations
In progress
0 c
Or 9 days overdue B VA Privacy and lnforr] nm uPrm o and Rules
3 bk T External Requests e g
2. Select Online Courses from the . Courss Evaluations
Show drop-down list to filter the W VHA Privacy Policy Web Training
Learning Plan. Mvalable
Due within a week
4ITII0N M Risk Assessment and Prevention (HRCUPHR - 2007-aligned)
In progress
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Task B. Launching Online Content
Most courses within the VA TMS require pre-registration after it has been added to your Learning
Plan. This however, is not the case for online courses. You may launch the content for the course
available within the VA TMS on an on demand basis.

Note: Webinars are not recognized as an Online Item within the VA TMS.

1. Hover over the Online Item you wWish [ Gue date g
to Iaunch_ B ARAP Fendsmentals Approval

2. Click the Go to Content link located @ Actonserpt Sound, and Video I Faih 8 vess
on the pop-up menu. @ Anihcnes Linsdarng

3. Click one of the Content Objects ’ o_ ) Qa Anetyt '
(Link to Course, Self Certification) st ] Opmons Assigned ty TS ADMS_63 m
found on the Online Content Structure ] ot otore 213 . B oo
page to launch. o s ] 8
e The Online Content Structure s "::

page appears for those courses e o H

containing two or more content
objects

e For those courses containing only
one content object, you will not e
see a structure. Instead, you will K
be taken directly to the content
launched in a separate window.
See the Online Content Changes
job aid for more information about
this topic

Online Content Structure

] Link to Course
Orger 10 COMPpIELE this course, separate log-on |s required at the JMES| website. This link will take you to the website. When you have
ourse return to the LMS course content and answer the self-cerification question.

ompleted the
=) Self Certification
LA

ourse you must complete this Self Ceriification.
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4. Click the Play this Course link from
the Content Summary page to launch
the course.

e The Content Summary page
provides additional information
about the online training, such as
an overview and description of the
course, target audience, expected
duration, prerequisites and
objectives

e Do not close the Online Content
Structure window after you launch
course. This window must stay
open to record the completion of
the content

e When the Content Object comes
to an end, the window closes and
returns you to the Online Content
Structure page

5. Click the Return to Content
Structure page to continue to make
progress on other content objects.
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Scheduling Events and Managing Applications

[”] Enable Web Accessibility
(What is Web Accessibility?)

o
=
E

Overview/Description

The Lotus Notes calendar is a key application in the Lotus Notes 8 client that allows users to effectively manage their time
and streamline the way they work. Using the Calendar, you can share your free and busy time with colleagues. as well as
create and book meetings. This course discusses the calendar interface and how to book appointments and meetings with
colleagues. This course also shows you how to set up Notes 8 applications to fulfill a variety of other user functions, and
shows vou how to create and format documents within those applications. Configuring and working with TeamRoom
Documents is covered in detail as an example of a collaborative application.

Target Audience
Individuals using, or planning to use, Lotus Notes Version 8 for messaging, communication, information services, and
collaboration.
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Return to Content Structure

Do not close this page or navigate from this page while you are working with online
content Some content may rely on this window to save your progress.

When you have completed the content, you can relaunch the content or use the
menus o the links below to navigate elsewhere.

Ve
i \ .S, Department

3 - /' of Veterans Affairs



	Job Aid: Launch Online Content
	Purpose
	Task A.  Identifying Online Content




