Access a Course in the LMS /KC

Within the TAX Learning Management System (also known as the Knowledge Center,
KC, or LMS) is a course catalog, which allows you to quickly locate a specific course and
launch it. To locate a course:

Step 1. Open the TAX Knowledge Center Login Page
(https://covke.virginia.gov/tax/external).

Step 2. Enter your Login ID and Password.

Step 3. Click the Log In button. The TAX Knowledge Center Home Page opens.
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Step 4. From the Learning Center menu, select Course Catalog. The Course Catalog
window opens.
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Course Catalog

Search for courses and curriculums and enroll in them. Depending on the system's configuration, enroliment may be automatic

To perform a search, enter keywords in the Search Text field. Then make selections using the search criteria options, and click Search. Use the Advanced Search link to enter more
specific search criteria for your search

Search Text | All words v Advanced Search | Calendar View | Print Version

Step 5. Type a keyword or several keywords associated with your course’s title in the
Search Text field to search for the course.

Using keywords such as “business tax”, “individual income” or “IRMS” may
prompt the LMS to return a list of courses matching the keyword(s) entered.
Using a more specific keyword, such as the course ID number for example, will
return a more refined result.

Step 6. Click the Search button.

All courses containing the keyword(s) you entered (in their title or description)
display in the lower-left frame of the Course Catalog window.
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Course Catalog

Search for courses and curriculums and enroll in them. Depending on the system's configuration, enroliment may be automatic

To perform a search, enter keywords in the Search Text field. Then make selections using the search criteria options, and click Search. Use the Advanced Search link to enter more
specific search criteria for your search
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Records found: 1
The maximum returned results from a search is 200 items. If your expected result is not listed in the results below please define your search by adding text to the 'Search Text'
box or using the ‘Advanced Search' link, when applicable.

Delivery Method

(i ] & TAX-(01104X) IRMS Training Overview Online
The Integrated Revenue Management Systerfl (IRMS) is the Department of Taxation's (TAX) revenue and.

Step 7. Click the course title link of the lesson you want to take. The course’s window
opens.
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Step 8. Click the Access Item button.

NOTE: If you have already taken this course, you will not see an Access Item
button. Instead, you will see an Open Current Attempt button and an Open
New Attempt button. Open Current Attempt allows you to resume or review the
course you previously accessed. Open New Attempt should be used if you are
required to take the course once again for additional credit (such as an annual
course completion requirement).
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After clicking the Access Item button (or Open Current Attempt or Open New
Attempt button), the course will either launch automatically or open in a new
window as shown here.

@ TAX Knowledge Center (161) - Windows Intemet Explorer provided by VA IT Infrastructure Partnership WQJ;E)*.@

TAX - (01104X) IRMS Training Overview @

[} (01104X) IRMS Training Overview

Step 9. If this window appears, click the course link on the left to launch the course.
NOTE: This window is divided into two panes. If you do not see the course link

on the left, click the =) button on the right. This toggle button alternately
displays and hides the contents of the left pane.

@ TAX Knowledge Center (161) - Windows I Explorer provided by VA IT Infrastructure Partnership
TAX - (01104X) IRMS Training Overview
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Overt Overview

%‘B‘L“@LS The Virginia Department of Taxation (TAX) uses an Integrated Tax Revenue

-faining Management System (IRMS) to support tax return and payment processing, administer
ISS Lessons vs. the Virginia Set-Off Debt Collection program and carry out many other related tasks.

1BT Lessons You are receiving IRMS training because your agency partners with TAX in some of

LMS Coordinates these activities, and you will have access to a web version of IRMS in support of this
Training work.

mpleting IRM

Iraining IRMS training consists of lessons launched from TAX's Learning Management System

n Highlight (LMS). In this lesson, you will learn about the different types of IRMS lessons available
and receive tips on how to successfully complete your training. These lessons are
structured in a training curriculum which must be completed before your login credentials
are activated, granting you access to the IRMS system.

m

What you will learn:

« The Goal of IRMS Training

« How Independent Self-Study Lessons Differ from Interactive E-Learning Lessons
« How the Learning Management System Coordinates IRMS Training

« How to Successfully Complete IRMS Training

forward P

Step 10. When you finish the course, close it with the course’s exit button.

Step 11. Depending upon the course, you may be returned to the window shown below.
If a separate assessment (quiz) link appears here, you must also complete the
assessment to receive course credit. Click the link for the assessment.
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Step 12. When you have finished all parts of the course, you can click the exit button 9
in the course window. Do not use the Windows E button to close the course.
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When you have successfully completed the course, the course information
window shows the date and time you completed it. You can click the View
Details link to see more information. You can also click the View Certificate
button to view or print your course completion certificate.
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