[image: image1][image: image23.png]vy Homeland
% Security




DHScovery JOB AID

Getting Started for Learners

Overview
DHScovery is an on-demand learning management solution that provides preloaded course content with access to thousands of additional learning courses.

Objective
The objective of this job aid is to orient learners to using DHScovery including how to:
· Login

· Tour the home page

· Update personal information, such as:

· E-mail address 

· Change password

· Search Catalog by Keyword
· Add courses to Learning Plan

· Access Books 24x7 Referenceware
· View Learning Plan

· Run reports

· View reports
Resolution/Procedure 
Login

Step 1:
Start 

Open your web browser.  Enter https://dhscovery.dhs.gov/plateau/user/

 HYPERLINK "https://dhscovery.dhs.gov/plateau/user/login.jsp" \t "_parent" login.jsp in the Address bar.  

Click on GO link located at bottom of warning message, which will direct you to the DHScovery User login page. 
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Step 2:
Login 
Enter your User ID, your Password and click Login.
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Tour Home Page
Step 1:
Locate the Tabs across the top of the content screen.
The 4 tabs are consistently shown on every DHScovery screen.   If you are a manager (or supervisor) you will have a 5th tab for “My Employees”. Each tab has a unique set of links. The links display when a tab is selected.  

Locate the Personal Tab. It contains the following links: Home, Approvals, Profile, and Regional Settings.
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Update Personal Information
Step 1:
To change your personal information, click the Profile option under the Personal Tab.  
The Profile page is used to change your password, update your email address and security question, and select notification settings.  

The security question is used in the Forgot Password process.
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Search Catalog
Step 1: To explore the catalog course contents and add courses to your learning plan, click the Catalog Tab.  

Notice the “Browse Catalog” is selected.  If you do not see the catalog subject areas, click the [Expand All] link shown below the Subject Area Menu heading.   
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Step 2:
Click one of the subject areas to view the courses (called Items).
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Add Courses to Learning Plan

Step 3:
View the list of Items in the right column of the catalog. Click the Add to Learning Plan button next to any one of the Items to add the item to your learning plan. 
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To access a web-based course directly from the catalog page, click the Launch Content button.  This button is only visible for web-based course items. This item will automatically be added to your learning plan.  If you do not finish it, you may return to it from your learning plan.

[image: image8]  Before taking a web-based course for the first time, please run the SkillSoft Browser Capabilities Check (located on the login page) to validate your PC configuration.  If you receive a test result OTHER than Pass, please contact the Help Desk at 888.898.8204.
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Access Books 24x7 Referenceware
Step 1: 
From the Personal Tab, click the Featured Link entitled Books24x7 Referenceware. Click the Launch Content button. Click the Books24x7 Referenceware link.  
For additional information about using Books 24x7, please refer the Books 24x7 Reference Guide Job Aid.  Job aids can be found by clicking the DHScovery Help at the bottom of each page. 
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View Learning Plan
Step 1:
From the catalog or from Featured Links on the Personal Tab, the item is added to the learning plan, and the system displays the Learning Plan page. Think of the learning plan as your Learning To-Do List.
The Learning Plan page displays a list of the items specifically assigned to you based on your learning needs as well as what you have assigned yourself. Items may be assigned by you, your manager (supervisor), training coordinator, or system administrator.  The list includes items you are required to complete on a recurring basis as well.  


[image: image11] To access an online course, click the Launch Content button.   For additional information about taking a SkillSoft web-based course, please refer the Taking a SkillSoft Course Job Aid.  Job Aids can be found by clicking the DHScovery Help at the bottom of each page. 

[image: image12]
Step 2:
To get more information about the course, click the Title link.
Tip:  To remove an item from your learning plan, click the “Trash Can” icon in the right-hand column.  Notice the “Trash Can” icon does not display for all items.  Items assigned to employees by supervisors, training coordinators and the like cannot be removed by the employee.
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Step 3:
When you click the title, the system displays the item details page.  

To identify the delivery method for this training look at the Delivery Method field.   The course in this example is a web-based course.  You also know this is a web-based course because the Launch Content button is displayed.  To learn more about taking a Skillsoft course, please refer the to Taking a SkillSoft Course Job Aid, which can be found by clicking the DHScovery Help link at the bottom of each page. 
Step 4:
Click the Back link to return to the Learning Plan. 
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Search Catalog by Keyword
Step 1:
The Search Catalog box is another method used to find items within the catalog.  Click in the box to the right of the Search Catalog in the upper portion of the screen above the tabs. Enter course key words, for example, Microsoft.  
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Step 2:
Click Go to course items in the catalog.
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Step 3:
View the Search Results screen.  
Notice the system has taken you to the Catalog tab where you are viewing a list of items with the keyword(s) you typed. 
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Run Reports
You can create reports on your own learning activities.  The Learning Needs report, for example, gives you a list of everything currently on your Learning Plan.
Step 1:
To generate a report, click the Reports Tab.  The system displays a list of reports that can be generated on your own learning activity.  
Step 2:
Click the Learning Needs report link.
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Step 3:
Accept the report defaults and click the Run Report button.
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Tip:  The User field of the report will have different button options depending on your supervisory status.  If you are a learner, you will not see additional buttons.  Supervisors have three additional buttons allowing them to create reports for their direct subordinates, their subordinate’s direct reports or all of the above.
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View Reports
Step 1:
The system initiates a new browser window in which to display the report.  Depending on the report’s complexity, you may see a message asking you to wait while your report is created.  Once the system has formatted the report, this window will be replaced with the report contents. 
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Step 2:
To close the report window, click on the Close icon in the upper right of the window.
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