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Job Aid: Create Online Items

Purpose

The purpose of the Create Online Items job aid is to guide you through the step-by-step process of
creating an online item. Related terminology is provided.

In this Job Aid, you will learn how to:

Create an Online ltem

Terminology:

ADVANCE

Item Type (Reference): This is a globally-defined reference that helps categorize
items. When administrators create a new item, they must choose from the

defined list. Subsequently, each “type” has an associated “completion status”.

This is an admin-defined reference used when recording a learning event.

Item ID: This is a unique identifier for each item within the TMS database. It is
recommended that a standard ID naming convention be applied to items and all records in
the system.

Revision Date/Time: TMS automatically populates these fields if an admin

leaves them alone when creating a new item. If needed, the admin can manually
enter data into these fields. These fields are what uniquely identify an item that

has been revised.

Online Item: An item that is offered, deployed, tracked, and completed online
through the learning system.

Instructor-led Item: A course that is offered in a classroom or part of on-the-job
training. Completion is manually entered, tracked, and reported within the system.
Blended Learning Item: A course that offers a combination of instructor-led training
and an online exam at the end of the course to measure completion.

§)  U.S. Department
f/ of Veterans Affairs



Talent
Management
System

A
)

LU

VA LEARNING UNIVERSITY

Q Task A. Create an Online Item
Note: Verify the Admin tab is selected.
1. Navigate to Learning > ltems.

2. Click the Add New button. The
Add New Item wizard displays

Or

1. Enter Add Item in the Search Bar.

3. Select Online Only.
4. Click OK.
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5. Select the Item Type from the drop-down Add New ltem
menu.

6. Verify Auto Generate ID is checked for A e L
Item ID.

7. Enter an item Title Enter Basic Information

8. Enter a Description. *Required Fields

9. Enter or search for a Domain ID.

10.Click the Approval required to self-
register checkbox, if appropriate.

11.1f Approval required to self-register has 7
been selected, select an Approval Process B
from the drop-down menu.

12.Enter Learning Hours.

13.Enter Credit Hours.

14.Expand Additional Options. Revision Date n *Domein it | (OB \
and Revision Time default to current date ] Aproval required 1o self-register
and time. Revision Number defaults to 1. nﬁalpmﬁ

DEFAULT APPROVAL PROCESS (DVAH | » | &3

“Learning Hours : l_f-'l?s'.’;l
“Credit Hours: {1000}

| [ Additional Op!iﬂnsl

[J *item Type: v D
6 *tem 1Dz ¥ Auto Generate ID
*Title:

iption:

15. Enter Training Non Duty Hours, if
appI’OpI’I ate . [Z] Additional Options .
*#Revision Date: 8i22i2012 = - [ Training Non Duty Hours: | (1000}
*Revision Time: | 11:58PM | |
Revision Number: | 1
16.Click Continue.

Save & Exit Cancel

of Veterans Affairs
TRANSFORMING POTENTIAL INTO PERFORMANCE

ADVANCE @ oo



.,

Talent
Management
System

ALU

VA LEARNING UNIVERSITY

17.Click Associate Content to Item (green
plus sign) and select Add Content.

18. Search for and select the content
object.

19.Enter the Object Name (e.qg., Click to
Start, or what you want the user to
see.)

20. Select Mark this object complete
when launched if this content does
not send completion to the LMS.

21.Leave Save in Folder: Root Level as
is unless you are creating a folder to
organize content within this item, or
adding content to an existing folder.

22.Click OK. The content is added to the
item.

©Online Content
Title | Add Folde:
I. | = | Add Content Object I
¥ Add Exam g . : A
_pntent is associated with this if]
Ladds Add Content Package A

Add Content Object

*Required Field(s)

#Content Object: |

#Object Name: |r

-
|

Parameters:
| (range 0-100) '

| |:| Mark this object complete when launched |

Use Objectives: No content object selected

Mastery Score:

Add To Folder

Save in Folder: iRootLeveI v

& Add Folder

Changes will be saved when you click "Save” on the Online Content page.

Cancel

23.Click Settings in the header and
select Modify Settings from the
drop down list.

Title

Add Mew ltem - Online Test

i Semmary Chuaga bype- of em

Gnline Content

Chear Orvbrs Confient

= i@ Noi available for lawnch

Ramove
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24.Check the Content is available for
launch (available for users) checkbox.

25.Check Record learning event when all
content is complete checkbox.

26.Select a Completion Status from the
drop down menu.

27.Check the Allow users to review
content from Completed Works if
appropriate.

28.Click on OK.

29.Click Save and Exit. The new online item
is created and the item record is
displayed.

l Edit Settings and Status

*Required Field(s)

25

Days From Launch to Expiration:

AICC and SCORM

[L] Contentis available for launch (available for users

i_, Record learning event when all content is completg

“Completion Status:

Failure Status:

(1000)

L."L(J Allow users to review content from Completed Works

AICC Max-Normak: | 99

Changes will be saved when you click "Save” on the Online Content page

Cancel

Cancel

30. Optional: From the
Recommended Next bar click Add
Catalogs to search for and select
one or more catalogs to associate
to the item.

Home Organization Admin

| Recommended Next: (i Add Cataogs = Add Sutyect Areas

(& Assign to Users (¥

Online Test

ONLINE 742 {Re

vio [ = @  Actions

31.Optional: From the Recommended
Next bar click Add Subject Areas to
search for and select one or more
subject areas to associate to the item.

32.Optional: From the Recommended
Next bar click Assign Users to search
for and select one or more user to
assign the item.
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