Changing an ITP

First, open TotalLMS and sign in .
Then, make sure you are in the MANAGER view @
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Welcome Bruce Uliman

SumTotal provides a variety of options for displaying nfoeemation on this page, This text is
known as news. The news, catalog, or information tabs with links such as Tramng, Tasks, and
Calendar, may be dsplayed on the top or bottom panels of the Home page. From Admnistrator
mada, you can update the news at any tme. News can include:
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Users see the news that is published for therr primary organization. If a user's primary
organization has not publshed any news, the system displays the news publshed by the parent
organization or next higher orgamzaban with naws.,

Summary Exception Report by User
This repart shows your viewable users and the number of assigned activities that they have not satisfied.
L The data for this report was last compiled on: Thursday, April 10, 2008 12:00:24 AM EDY
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Search for an
individual in either
of two ways


https://training.jlab.org/aspen/

Select the individual from a list
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Select User

Select the user whose information you would like to view, and click QK. To view information for all your viewable user, select the

Workgroup option.
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(&)  Waorkgroup of all viewable users

O David 1 Abbott

O David N Abbott

Q Dina T Abdel-Fattah
.D H Abdel-fattah
Tarek M Abdel-fattah
Rakhman Abdurahim
Erik J Abkemeier
Anderson Abreu
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Ffiture activities the user is
cheduled to take.
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- The individual’s information screen will appear
- Select Assess and Skill Analysis

Information for Joe Bagadon

Search for information and training or browse the categos

Search the catalog:
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Joe Bagadonuts

Assess Plan

Learn

Home = Assess - Skill Analysis Thursday, April 10, 2008 2:23:41 PM EDT

The dEfaUIt View iS aII achirEd jg You have successfully added the selected skills.
skills; these are the skills the
individual already has

nts. Use the View list to sort the skills. Click the skill name to view more information about it.

View:
[GO) All acquired skills v|
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Add Delete |U|Jdate acquired skills V|® [{C.Selected Items: 0 | Records: 3
: Priority Required Proficiency Acquired Proficiency

O] Name 2 Value Value Value Riess

O *EH&S Orientation 1 3 3 I 100 %

0 *EMS Awareness 1 3 3 I 100 %

O *General Emplovee Radiation Knowledge 1 3 3 I 100 %
Done Q Inkernet ':‘i‘g 100% -

Change the view to skills required directly
Wiew:
Skillz required directly v|
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Thursday, April 10, 2008 2:27:23 PM EDT

Bruce Ullman
Skill Analysis
This page displays a list of your skill sets and requirements. Use the Yiew list to =ort the skills. Click the =kill name to view more information about it.
Search: Help WView:
| | @ Skills required directly V|
_— Tock g ¥
(C Add | [ Delete | [Update required skils v |(@@® i\ Selected Items: 0 | Records: 5
_. Priority Required Proficiency Acquired Proficiency
L] Name Value Value Value st
0] *ARM for VTA 1 3 [ Jo=
1 *Bloodborne Pathogens Awareness 1 3 [ Joe=
m *EH&S Orientation 1 3 3 I 100 %
m *EMS Awareness 1 3 3 N 100 o
il *General Emplovee Radiation Knowledge 1 2 3 I 100 %

You have three options:
1. Add a skill to the ITP
2. Highlight & delete a skill

3. Highlight & update the currency of a skill (for supervisors with this authority)

You’re done!



