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Job Aid: Navigate Your To-Do List

Purpose

The purpose of this job aid is to guide you through the step-by-step process for
navigating your To-Do List. Your To-Do List includes all learning items that have been
assigned to you and must be completed.

In this job aid, you will learn how to:

e View your To-Do List

e Search your To-Do List
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Task A. View Your To-Do List

1. Navigate to the User home page to view your To-Do List.

2. Your To-Do List will always show Overdue items first, highlighted in red. Next,
items due within a week, due within a month, and then due later will display.
Items with no due date will appear at the bottom.

3. Each item on the To-Do List has an icon next to it to indicate the type of training.
The instructor icon indicates instructor-led training. The computer icon
indicates online training. The instructor/computer icon indicates blended
learning. The page icon indicates something other than training, such as an
assessment or survey.

Search Learning Plan | Show: | Evenything | =]

Overdue

47 days overdue @] TMS Admin Training Survey for course TMS Part 1 of 1-ntro...
Start Course Survey

| Due within a month 2

32812014 E COTR - CLC 004 Market Research
In progress
|:| COTR - CLM 024 Contracting Overview
Available

H @omammsCostEstimating

In progress

3312014 L] COTR-CLB 016 Introduction to Earned Value Management
In progress
[l cOTR -CLC 006 Contract Terminations
Available
|;| COTR -CLC 007 Contract Source Selection
Available
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4. When you place your cursor over an item in List View, a new window appears
that provides more information about the item and links to various actions.

5. Select View Details.

1070 days overdue e/ OA New LMS Admin Training: LMS Administrator Roles Curricula
Awailable B Overdue
[_] 0B New LMS Administrator Training: Overview of Administr... Drue in 30
i : e
pailable | go New LMS Admin Training: Troubleshooting User Issues in t...
N
Available Due by 3/29/2011 | Required | Assigned by Judy
L] 0D New LI Lerner o Start Course e
Avallable Originated From Curriculum Q View Details
| oHMew LM  Department of Veterans Affairs 8690
Available This fraining wil teach skills required for LS
] 0J Hew LM Administrators. There are 12 lessons in this series, L
Avallable Online hem
[ oKNewLn  Avaiable
Available 1070 days overdue
| Medi e
430 days overdue ) Medical Eqihprrerrrrsregerrem ooy
: l l - Diue withi

..........

6. This page displays all of the details for the course. Select Start Course to launch
the online content.

7. Select Back to return to your home page.

«— Back

Item Details 7

@ 0C New LMS Admin Training: Troubleshooting User Issues in the VA LMS

w ltem Summary

Depariment of Velerans
Affairs 8620 Start Course

Revision: 1 - 82010 04:38 AM Amencalos Angales

Description: Thiz training will ieach skills required for LMS Admintstrators. There are 12 kessons in this serles. Assign to Others
Length: Source: Contact:

Training Non Duty Hours: Credil Hours: 0.00 Learning Hours: .50

Dwelivery Method: Video Leaming Audignce: This lrairing is designed for
LS Administrators af VA Tadlities
throughout all of thie Departmeant of
Velerans Aflars
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8. Select the Card View icon to change the view of your To-Do List from a list to
individual cards. You can take actions such as Start Course or View Details
from this view. You have successfully viewed your To-Do List.

312812014

COTR - CLM 024 Contracting Overview
Due by /282014 | Required | Assigned by CLARENCE BASHSHAR

|;| Department of Defense 74379

' 4
The Contracting Cverview module gives an iy Start Course
overview of the market research process, the process || ----------------
for developing oriteria or factors.. more Q View Details

22 days remaining Awvailable
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Task B. Search Your To-Do List

1. Enter keywords in the Search textbox to search for items on your To-Do List.

[ serev o] . show: | Evenything I~ E]l=

Overdue

L] safety (Palo Alto)
In progress
No due date
L Motorcycle Safety Course
Must be registered

|;| Motorcycle Safety Course Advanced Course

Ayailahle

2. Select the Show drop-down list to customize your search. For example, you can
select Online Courses to display only your online courses. You have
successfully searched your To-Do List.

[0\ safety : ] Show: [Ever].rthing |v] E] IElJ
- Everything
Overdue All Learning
Reqgistrati
] Satoty (oo Aub egistrations
Online Courses
In progress
No due date Surveys
L motorcycle Safdty Cours|  #ASsessments
Must be registered Compensation

|;| Motorcycle Safety-Counrserdrdvamced-Conree————
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