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How Do | Access the VA TMS?

1. Select the TMS icon on your
desktop display

Or

2. Enter the Web address (URL)
https://www.TMS.va.gov in your
Web browser’s address field and

select GO. If you have a
previously issued LMS user ID
and password, go straight to € New Tab - Windows Internet Explorer

page 7. UQ | https://www.TMS.va.gov) I

x @& Convert v [B0 Select

Helpful Hint:
If you already have an LMS user ID and password, it will automatically transfer to the new TMS.
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How Do | Sign In to the TMS as a New User?

From the TMS sign-in screen:

1. Enter your user ID in the textbox TALENT ‘| S

provided MANAGEMENT ~  Passwomo _

2. In the Password textbox enter SYETEM 2 3 SIGN IN
“Password#1” with an uppercase
P, no spaces, and without the
guotation marks

3. Select Sign in

4. If the AutoComplete dialog box
appears, select No

Helpful Hint:
Your user ID is in this format: LASTNAME.FIRSTNAMEmmdd

e LASTNAME = Your last name, with no hyphen, followed by a period (.)

e FIRSTNAME = Your first name

e mm = The two-digit month of your birth (January = 01, June = 06, December = 12)
e dd = The two-digit day of your birth (01, 15, 30)
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How Do | Create a New Password?

After signing in with the temporary
password, the Password Expired page
appears and you must follow steps 1-6
below to create a new password:
1. Enter the temporary password "
(Password#1) in the Old iy Exp!red
User Password has expired. Please Change User Password.
Password textbox
2. Create a new password and
enter it in the New Password
textbox & The length of the password must be between 8 and 40 characters.

3. Enter your new password again e The password must contzin the following types of characterst
' 1. English lowercase letfters.

in the Verify Password textbox T S —
4. Select Apply Changes 3. Arabic numerals(0,12, 9).
5. You will see a page teIIing you 4. Non alphanumeric special characters N@#5% " &*(_+\={==2/8#39,"\\\))

Characters cannot be repeated more than twice in a row.
that yOUf paSSWOfd Change was The password cannct contain user name(login ID).
successful

The password cannot contain users first name and 1ast name.
6. Select Sign in to sign in again

VALU

VA LEARMING UNIVERSITY

* = Required Fields

The User's password has to be compliant with the following rules:

Fassword cannot be same as the E-Signaturs PIN.

using the new password you just 0 -
created 0ld Password: ||
Q * New Password:;
8 * Verify Password:
Helpful Hint:

To meet VA “strong password” rules, your password must:
e Be eight-40 characters long
e Contain both uppercase and lowercase letters, and at least one of the following:
= Arabic numeral (e.g.,0,1,2,3,4,5,6,7,8,9)
Special character (e.g., |@#3$%"&*()-_+=\{\}{]<>?/";:\\])
Not contain your user ID, first name or last name
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How Do | Create My Security Question and Answer?

1. From your user home page, ,
select the Options and Settings Latdog, |
link from the Easy Links area : >
- Basy . Easy Links &)
2. On the Options and Settings -
page, enter a security question T e v W
3. Enter a security answer. Your ‘;:;p"’""?s t f:‘;":sl — !
answer is case-sensitive e — i
4. Re-enter the security answer to Fe— Ty
ensure you typed it correctly Fm—— VA Learning U
S. SeIeCt SmeIt News VA Mandatory Training info
1 I Options and Settings I VAKN Calendar
Less -
Curricula >> | ( Completed Work >
B Overdue (0)
. Due in 20 days (0) = Mo cm:;;i:;:lnﬂulan
B Due Later (1) -
Options and Settings

Your sallings dalanmine the formals and standards usad o display infon

Update Account Security Information
* = Required Figlds

* Security Question. |\Who i the project manager?
'S-:curﬂyhnlwcr: EEFEEIEEEEEEEEEE

" Re-Enter Security ANSWEr. ssssssssssssssss

Helpful Hint:
Remember your security answer is case-sensitive.
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How Do I Sign In and Sign Out as an Established User?

1. Goto https://www.TMS.va.gov.
On the sign-in page, enter your e
user ID and password in the text MANAGEMENT
boxes provided, and select Sign In

2. To end your current session and
correctly sign out of TMS, select the
Sign Out link located in the upper-
right corner of every TMS page

Welcome Rachel Levins | & Check System | Sign Qut

V.\LU

Helpful Hint:
Remember to always sign out of the system when you're finished!
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How Do | Update My TMS Profile?

Home Organization

¢

Sign in to the TMS and select your
Name link

Fill in all required information on
your Profile page by selecting the
pencil icon to edit the desired area
Select your direct supervisor by
using the name search feature

Rachel Levins
™5

- To-Do List

under Employee Information
4. Select Submit

Helpful Hint:

Profile (LastUpdated: 4/5:2011)
Contact the talent profile administrator (VALIMEAdmin@va gov) if you need fo change ing

18 of 19 sections completed. 1 required section is still incomplets
— Contact Information — |

Rachel Levins
™S

— Employee Information 4 . -

e Cdit Cmployee Information ]

* Required Field(s}

Supenisu Q DAL SUP_01

Resume Location

Coach Q

Employee Information
)

User Ik
Supervisor: T
Number of Direct Reports:
Domain VA LEARMNING UNIVERSITY

Role: System Default User Role

Enter your direct supervisor's name accurately in the TMS so that training approvals and notifications

can be processed in a timely manner.
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How Do | Search the TMS Catalog?

1. Select the Catalog link or enter a
keyword in the Catalog search box
and select GO

2. If needed, select Advanced [
Search to make your search more . Easy Links
specific o

Catalog <4

Cata!ﬂg Advanced Search

W curricula ™ Instructor-Led ™ Online ¥ Blended W Other | ExactPhrase
" Search All Languages

Browse Catalog | Calendar of Offerings

Helpful Hints:
e Be sure to enter as much accurate information as possible
e Look for training items by numeric item number for faster and easier searches
e You can browse by subject area, date, learning item name, instructor and more
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How Do | View My Learning Plan?
1. After signing in to the TMS, your Learning T
Plan will appear on your home page as [r— \ R — s
the To-Do List Due within a week
2. When you have many items in your To-Do _
. . . Medule 1 - Your Role as a Supervisor (Nuts and Bolts)
Llst, you can filter the view to show Only Dus by 42572011 | Optional | Assignad by DAI ADMIN_01 | Orgincéed From Curriculum
certain items T B U0
3. You can also switch from list view to card =0 | Bt ‘
view. To switch between views, select the e e
appropriate view toggle button in the
upper-right-hand corner of the To-Do List ik _ _
. . . . . Module 10 - Staffing Practices {(Nuts and Bolts)
4. In ||St view you can view more IISt Items Due by /252011 | Oplivwal | Assigned by DAIADMIN 011 Crwinaled From Cunivulum
Simultaneously ‘ Department of Veterans Affairs 552 N
5. In card view you can see the details of : ddaan || B tomcomens ‘
each list item and access all of its - - S L
functions _
To-Do List
| Search To Do ist... _-JI Show: Everything v |

Due within a week

To-Do List To-Do List
Search T Da lst.—. : Show: G ryining g fEnT T E— B :.ry e g ==
Due within a week -

& Module 11 - Employee Development [Muts and Bolts]

4262011 .
Module 1 - Your Role a8 a Supervisor (Nuts 5]
e by L2620 s gred by o om Carniculu:

12 - Strategic Alignment (Nuts and Bolts)

B Module 13 - Accreditation and Regulatory Standards (Nuts __

14 - Organizational Performance Improvement /Qua...

4262011 2 - Day to Day Commanications (Muts and Bolts)
Module 10 - Staffing Practices (Nuts and Bolts) | uailable

Due by 4262011 | Optional | A3sigeed by DAI ADMIN_01 | Orgiasd From Carmicutim T Meodube 3 - Doy S0 Dy Oporutions: et and Bolts)

Department of Veterans Affairs 5532 b

‘ o e i o te Coramt S Module 4 - Labor Managementt Relations. (Muts and Bolts]

W Module 5/6 - Employee Relations and Performance Manag.

i

rel

i

i

E
o ] 8
213
[ —— N

To-Do List: Card View To-Do List: List View

Helpful Hints:
e You can filter the To-Do List to show only courses that meet certain criteria
e You can use the Search To-Do List box to perform a "type ahead" filter on your current
view. Start typing in this box, and if you have one or more list items that contain the text
you typed, the system will show only those list items. The type-ahead filter is not case-
sensitive.
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How Do | Add a Course to My To-Do List?

1. Select the Catalog search bar at
the right of the screen to search for
the desired course

2. You can also select the Catalog link

to browse for desired courses

3. Select Add to To-Do List when you —m Easy Links
find the course you want

2]

Catalog
. Go Advanced Search

W cumicula W Instructor-Led ™ Online ™ Blended ™ Other [ ExactPhrase
I~ Search All Languages

Browse Catalog | Calendar of Offerings

Subject Area Menu ltems Currency: 2l -
[Expand Al [Colapse All Med Records Mgt (1)
* | 2 SHE-Medical Records Documentation training
[#] Business Processes  (22) Description : Medical Records Documentation for all staff that document in patient recor Add to ToDo List

(=] Clinical Support Cost:0.00 Length: User Rating: Does not apply Status:— | Go to Content
i (USD)

m

[# customer Relations  (7)

[=] Diagnostics & Clinical Topics
)

[=JEnv. of Care, Safety & Inf. Cirl.
(2}

FHR and Staff Development  (17)

Helpful Hints:
¢ Not all items can be automatically added to your To-Do List. However, you can usually
self-register for an online course and add it to your own learning plan, and some
classroom-based training may also allow self-registration.
e For TMS items that do not allow self-registration, follow the TMS prompts to request
registration pending approval from your supervisor or a TMS administrator.

11
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How Do | Remove Items From My To-Do List?

1. Toremove an item, go to your To-
Do List on your home page

2. Select the Remove option next to
the course description : |

3. Confirm that you want to delete the
item

Rachel Levins

| search o Uo Bst...

No due date

SHE-Medical Records Documentation training
Schi-Assigned | Originated From Curriculum

Department of Veterans Affairs 1325141

. Mcdionl Az Documcntation foroll stoffthat ey [ oeeeeeerr e
=5 dooumcnt in ent reoards
onix —

Helpful Hints:
e You can only remove items that you have added yourself. Items assigned by
someone else can only be removed by an approved administrator.
e Supervisors can remove assigned learning from their direct reports’ learning plans
only if they added the item.

12
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How Do | View My Learning History?

1. Navigate to the Easy Links area on
the right side of your home page
2. Select Completed Work

Easy Links
ADVANCE Record Learning
| Approvals Reports
: External Requests TMS Help Desk
| FeaTraveier USA Jobs
| FSAFEDS VA Home Page
Inside THS VA Learning U
' News VA Mandatory Training Info
Options and Settings VAKN Calendar
(Curricula

Completed Work >

Mo completions in the last

< I=.-." 30 days.

B Overdue [0)
@ .
B Due Later (1)

Communities >
See what's happening in the

- @ forums

Helpful Hint:
All completed courses can be viewed in this location. You can also print copies of training certificates
and review online certificates here.

13

ADWVANCE

POTENTIAL INTO f




R Talent

Management
System

NLU

VA LEARNING UNIVERSITY

How Do | Print My Learning History?

1. Select Reports from the Easy
Links area

Select the Learning History link
Set report parameters (date range,
etc.)

4. Select Run Report

w N

Helpful Hint:

Catalng [ ] ¢ _.‘]
Easy Links | |
B ADVANCE Record Leaming

FedTiaveks
FSAFEDS
| bisive THS

Hews

Oplions and Sellings

| External Requests THS Help Desk

USA Jobs

VA Home Page

WA Learning U

WA Mandstory Training Info
VAKN Calendar

Less =

Reports

Dack 10 Drowse Reports
Run Learning History Legacy

o Beport Tifle:
R | Horahrns

Brepart Faater:
Heport estinaton:

Repon | Format:

Compisted Date Mrom: ™
MDY Y'Y
Compieted Date Ta: [
Report Type:
Inchude:
Print Curmmmnie:

S0t meme:

% Browser O Local File
ML C8V @ HTML POF
4 UaskUseriDs

" Page Eveak Between Recods

@ Summary O Detad
73 e Events Esternal Evenls & Bolh
Yes @ No

@ Compietion Date O RemID

Rezat

The learning history report is best viewed as a PDF file, but you can also select other formats.

14
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How Do | Access My To-Do List and Learning Content?

1. From the TMS home page, go to . =3
the To-Do List, where you can
view all of your active courses

2. Type the title of the training you
wish to see into the Search textbox
or scroll through the courses in the
To-Do List window

Rachel Levins
™S

OB <o To Do st
2|

| Due within a week
4762011

Module 1 - Your Role as a Supervisor [Nuts and Bolts)
Due by 4262011 | Optional | Assigned by DAI ADMIK_01 | Originated Mrom Curriculum

Depar inent of Veterans Alfains 5531

g ts of Supervision
= imzsnanse ot

Online fem

A days remamng  In progress

A/26/2011

Maodule 10 - Stathing Practices (Nuts and Bolts)
Due by 4250011 | Upbonal | Assigned by DAI ADMIN_U | Ungnated From Curnculum

Helpful Hint:
Your Learning Plan is now called your To-Do List.

15
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How Do | Change My Password?
From your user home_ page: _ _ — N
e Select the Options and Settings link from : n
. Easy Links &
the EaSy Llnks area ‘?.A.BV»’-\NCE N Record Learning |
On the Options and Settings page, select the | Avprovais Reports
Password link —m e
Enter your old password in the first textbox, and FSAFEDS VA Home Page
Inzide TMS VA Learning U
then enter your new password. After you have e VA Mandatory Trainig hfo
done this, re-enter your new password into the q VA caendar
textboxes provided to make sure you typed it —
correc tly Curricula = | Completed Work >
. B Owerdue (0}
. Due in 30 days (0} No:uﬂpl;:z:li.nmlan
B Due Later (1)

Home | Organization |
1

Options and Settings Change Your Password

Your seftings determine the formats and standards used to display informa e Enter your old password: |

Update Account Security Information Enleryournew s swont: |

* = RequgagFie Verify your new password: |

urity Question: Who is the project manager?

* SeCUrity ANSWEr. ssssssssssssssss

* Re-Enter Security ANSWEr. ssssssssssssssss

Helpful Hint:

To meet VA “strong password” rules, your password must:
e Be between eight and 40 characters.
¢ Contain the following types of characters:

a. English lowercase letters

b. English uppercase letters

c. Arabic numerals (e.g., 0,1,2,...9)

d. Non-alphanumeric special characters (e.g., |@#$%"&*()-_+={}[]<>?/&\#39;":|)
¢ Not repeat a character more than twice in a row

Not contain your user name (login ID), first name or last name

e Not be the same as your E-Signature PIN

16
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How Do | Retrieve a Forgotten Password?

If you forget your password: Ir,..--'jf-‘.-.
1. Select the Forgot Password? link on the Q

=% )
-

TMS sign-in page £
(https://www.TMS.va.qov). o
2. Enter your user ID in the textbox provided

: , TALENT
and select Submit. Your password will be MANAGEMENT 2 ','.'::::, _

emailed to your email account [ —

LeCcalins Conlact Us

Helpful Hint:
After you've completed the steps above, contact your supervisor or local TMS administrator for your
new password if you are unable to receive it via email.

17
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How Do | Access the Help Page?

1. Select Help (the question mark icon)
located in the upper-right portion of any Welcome Rachel Levins | @ Check System | Sign O
page _ :
2. Here you can access the three Help ‘
functions:
a. Contents: Select a topic to find out
more about it
b. Index: Conduct a keyword search
using pre-existing keywords
c. Search: Use the textbox to type in
and search for keywords
3. You can now use the Search textbox to
search for specific terms related to the
guestions you may have.

User Help

o Contents ml Search -

Enter a keyword or phrase

9| [Go )

Helpful Hints:
e For any other TMS problems, follow your facility’s problem escalation or Help Desk
procedures
e For more information, select the InsideTMS link from the TMS sign-in page or user
home page

18
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