Job Aid: Simple Search

DLA LMS Job Aid

Administrator
Simple Search

Description: Use the simple search tool to search for a Component.

Tasks
Enter Search Criteria

@ Click Learning in the top menu
bar.

@ Click Components in the left
menu bar.

DLA LMS Administrator Access

Administrator

rm Admin

DLA's LMS Administratar is & robust Learning Management System
(LMS) with powerful management tools that give you the abilty to

Faciltate learning and knowledge activiies throughout the
arganization, including sligning learning objectives with
business objectives.

Manage classroom, Weh-based, CD-ROM, on-the-joh (OJT)
and instructor-led learning, as wel as the resources and
processes associated with each.

Manage the tracking of resources and schedules associated
with the many categories of learning, including tracitional
instructor-led training.

Track the progress of every learner's Individual and Group
Development Plans (DPs), Curriculums, and recerification
deadlines

DLA's LMS Help System
DLA's LMS application offers a
comprehenssive and intutive task-
oriented help system that is rapicly
retrisvabls and easiy transisted into
sftective actions by users. The global
online help is accsssibls from the felp
link i the Lpper right cormer; and the
context-sensitive help is availabls by
clicking the help link on the right hand
cormer of each page e

Curriculums

| Simple Search | Advanced Search | Add New | Halp |

Administrator

rm Admin

» Bearch

Search
rch Curriculums

Enter the ID or Description, selsct the typs of search from the drop-town menu, and click "Ssarch” to browss resuts
Enter an exact ID and selsct "Exact” from the drop-town menu to go directly to a rscord. The search is cass senstive
by default. You can choose case insenstive search which appliss to criteria typed in. Be awars of case insenstive

search could take long time

Case sensitive search:

C ves & o

1D:

Title:

Curriculum Status:

@ active © Not Active O Both

Observe Simple Search is
selected in the top of the content
frame.

Components

Administrator

rm Admin

| Simple Search | Advanced Search | Add New | Halp |

» Bearch

search could take long time

Case sensitive search:
Component Types:

Component ID:

Revision Date:
(141£2003)

Revision Humber:

Component Title:

Search
rch Components

Enter the ID or Description, selsct the typs of search from the drop-town menu, and click "Ssarch” to browss resuts
Enter an exact ID and selsct "Exact” from the drop-town menu to go directly to a rscord. The search is cass senstive
by default. You can choose case insenstive search which appliss to criteria typed in. Be awars of case insenstive

C ves & o

Selectromlit  of  BylD Exact =

| —
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@ Toggle the case-sensitivity of the
search as needed.

Enter search criteria to narrow
the search results.

Use the drop down list next to the

criteria fields to choose from:

e Exact (exact phrase)

¢ Any (contains any of the words
in a comma-delimited list)

e Contains (contains the word)

e Starts With (begins with the
word(s))

Leaving all fields blank will return
every Component in the LMS that
you are permitted to view.

Click the Search button.

Locate your record in the results.

To refine your search, click the
Search tab. The Search tab will
return you to the Search page
and the original criteria you
entered.

Administrator
Simple Search

Administrator | Help |

ports | Toc n Admin

= Search

Search [ IENEETENEN
Search Components

Enter the ID ar Description, select the type of Search Trom the drap-town menu, and cick *Search to browss resuts
Enter an xact ID and sslect "Exact” from the drop-town menu to go directly to & record. The ssarch is case sensttive
by detault. You can choose case insenstive search which applies to eriteria typed in. Be aware of case Insenstive
search could take long time

4 Case sensitive search: T ves @ o

Selectfrom it or By ID Bect 7|

Component Types:

Component ID: Exact -
Revision Date:

1/1/2003) E

Reuision Humber: Exact -

[customer support [Cortains ve

@ sctve © Mot dctive © Beth

Select fromlist o By D Bt x|

I™ Has onine content

Component Title:

Component Status:

Component
p

Online Settings:

@D

Ll

DLA Learning Management System Acministrator

| Learning | Commerce | n Admin

Curriculum | Simple Search | Advance d Search | Add New | Help |

Components

= Search

Results
View Component Results

Component 1D Title

COURSE BSM-OF 206 (Rew 1/1/2000 0000 Eastern  CUSTOMER SUPPORT SPECIALIST
Standard Time)

COURSE BSM-OF 402 (Rew 1/1/2000 0000 Eastern  CLIS IPPORT

Standard Time)

COURSE DOD-SAM-CS (Rew 1/1/2000 0000 Eastern  SECURITY ASZIST. MGMT COURSE -
Standard Time) LOGISTICS/ICUSTOMER SUPPORT
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