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Getting Started with DHScovery for Supervisors

Audience:  Supervisors
Overview:  DHScovery is a 24x7, internet-accessible learning management system (LMS) that provides access to thousands of online courses, ten’s of thousands of online books, the ability to register or withdraw employees for internal DHS instructor-led training, online SF-182 submission and approvals (for external training) and the ability to track and report on employees’ training and development.
Objective:  The objective of this job aid is to orient supervisors to using DHScovery including how to:

View Direct-Report Information   

Simulate Direct-Report Employee View of DHScovery 

Modify Direct-Report Learning Plans

Modify Direct-Report Registrations   

Run DHScovery Reports 

Note: The ‘Getting Started for Supervisors’ Job Aid builds on the concepts learned in the ‘Getting Started for Learners’ Job Aid.  Please review the ‘Getting Started for Learners’ Job Aid before reviewing this one.  

If you need help at any point, the DHScovery Help Desk can be reached 24x7 by calling 888.898.8204 or by emailing help@plateau.com. 
View Direct-Report Information
	Step
	Action
	Screen Shot

	1
	Open the web browser and enter:  https://dhscovery.dhs.gov/plateau/user/login.jsp
Select the GO link, located at the bottom of the warning message to go to the DHScovery User login page.
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	On the DHScovery login page, enter your User ID and Password and select Login.  
	[image: image2.png]Homeland
Security

DHSCOVErY

DHScovery is your guide to DHS training and education. Onhis sie, you wil find
resuiredtraining ancl other courses to support your professional developrent. You cantake
 Course online, envoll n classroom taining, view your learning Fistory, and much more. Log-
in now and begin exploring.

I you have never taken a SKillSoft course, you can verify that your computer and weh
browser are configured correctly by selecting the button below.

Need Help? The DHScavery Help Desk can be reached 24XT by caling 838.898.8204 or by
emalng help@piteau con

System notes:
) Please nate that this system wiltieout autamatcaly after twerty (20) minutes of
inactiviy. After 20 mintes, you will e reguiretto login again o resume your session
) Please use the navigatian Inks pravided in the system. Please do not use the back
button on your Web browser.

User

E—
~

Forgot User D Forgot Password
“You must be approved DHS personnel to acoess s system
Click here for the User Login Job Ald





	3
	Select the My Employees tab.   The Dashboard screen appears by default.

The Dashboard screen displays learning deadline information for the supervisor’s subordinate employees.
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	Select the Organization Chart link.  

This screen presents the supervisor’s organization chart.  For each employee, his/her name, title, organization and training information is displayed.
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	For one of the employees in the Organization Chart, select the blue circle icon.                                                          

An expanded view of the employee’s information is displayed in the Snapshot Information window.      

The user can view the status and due dates of items and curricula on the learner’s Learning Plan.
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	Supervisors have the option of simulating the subordinate employee’s view of DHScovery by selecting either Go button that appears in the Snapshot Information window.  Selecting the Go button that is associated with the Learning Plan section takes the user to the Learning Plan screen; selecting the Go button that is associated with the Curricula section takes the user to the Curriculum Status screen.

Select the Go button that is associated with the Learning Plan section of the Snapshot Information window.  The subordinate employee’s Learning Plan screen appears.

Navigate to the other available screens.  All screens that appear on the Personal, Learning and Reports Tabs are the same as if you were logged on as the subordinate employee.
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	Select the Return to Org Chart link that appears on all screens to return to the Supervisor’s view of DHScovery.
	


Modify Direct-Report Learning Plans
	Step
	Action
	Screen Shot

	1
	To assign training to your employees in the DHScovery system, you need to add the items (or curricula) to the employee’s learning plan.  As the supervisor, go to the Learning Plans screen on the My Employees Tab.

Select the Add Items and Curricula radio button and then the Next button.
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	2
	The Select Users screen is displayed.  Identify the employee or employees who are to receive the training assignment by entering a checkmark in the checkbox to the right of the employee name.  Select Add Checked to add the names to the List of Selected Users grid.  Select Next.
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	On the Search for Items and Curriculum screen, enter search criteria and select the Search button.  On the Search Results screen, identify the learning item that you wish to assign to the employees’ learning plans and enter a checkmark in the corresponding checkbox.  Select Add Checked.
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	4
	The Edit Information screen allows the user to update the Assignment Type and Assign Date field values or to search for additional learning items.  Select Next.

Note: To remove a proposed training assignment, enter a checkmark in the Remove checkbox that appears to the right of the item title.  Then select the Remove Checked button.
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	On the Edit Required Dates screen, the user has the option of changing the Required Date for this learning item.  Select Finish.
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	A success message is returned.

Note: This process can also be used to add Curricula to and remove Items from the learning plans of the supervisors’ subordinate employees.
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Register Direct-Reports for a Scheduled Offering 

	Step
	Action
	Screen Shot

	1
	Go to the Registrations link on the My Employees Tab.  On the Select Action screen, select the radio button for Register Users and then the Next button.
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	2
	On the Search Scheduled Offerings screen, you can either leave the ‘Keywords’ field blank or enter keywords to narrow your search and select Next.  In the example provided, the keyword of ‘Leader’ is used.
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	3
	On the search results screen, select the button for the selected scheduled offering and Next.
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	4
	On the Select Users screen, you have the option of selecting users who will be registered for the scheduled offering, as well as their registration status (e.g. ‘Enrolled’ or ‘Pending’).  Enter checkmarks in the Select column for those employees and select Next.
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	On the Edit Assignments screen, you have the option of adding comments to each employee’s registration.  Select Next.

Note: To remove an employee from the registration process, enter a checkmark in the Remove checkbox that appears to the right of the item title.  Then select the Remove Checked button.
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	On the Edit Financial screen, select Next.
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	Finally, on the Record Registration screen, identify any users who should receive an email confirmation of the scheduled offering and select Finish.

The following confirmation message will be displayed after selecting Finish.
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	8
	This automated process can also be used to remove users from scheduled offerings using the Withdraw Users radio button.
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Run DHScovery Reports

	Step
	Action
	Screen Shot

	1
	To view a list of reports available in DHScovery, select the Reports Tab.
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	Select the Learning Needs link to generate a report of items that are currently on the employee learning plan(s).
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	3
	Select the Direct Subordinates radio button to report only on your direct employees and then click the Run Report button.
	

	4
	A new browser window is created.  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 is replaced with the report contents.
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