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TMS Access

TMS may be accessed via this URL: https://www.tms.va.qov

TMS users should perform a software check to ensure their workstation meets the
minimum system requirements for TMS usage. A link to the TMS software checker is
provided in the following locations:

e The TMS log-in page—Ilocated below the Sign In button

UNITED STATES

% Search All VA Web Pages | |
DEPARTMENT OF VETERANS AFFAIRS '};?{

» Open Advanced Search

Home Veteran Services Business About VA Media Room Locations Contact Us

Talen USER ID
VALU D

System
VALEARNING UNNVERSTY N’ ¥ SIGN IN

VA Learning University Home | Inside TMS | Locate Your Local Administrator | Help Desk | Forgot Password |

Check System

e The TMS home page—located in the upper right corner

— Welcome JOHMN DOE | § Check System | Sign Cut
. Talent ¢
f Management t
System

Admin

Organization

JOHN Q DOE

IT SPECIALIST (INFOSEC)

Additionally, TMS users can run the SkillSoft Browser Capabilities Check to ensure their

workstation is properly equipped to execute SkillSoft courses that are available in the
TMS.



https://www.tms.va.gov/
http://browser.skillport.com/bh/default.asp
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TMS Log-in

How Do | Log In to the TMS?
Step 1: Navigate to the TMS.

Step 2: Type in the TMS user ID and password that were assigned to you. (You should
have received these in an email message from your TMS Administrator.)

, ‘ Talent N DOE JANEOS15

JMSJ Management ..., rrrrrerrrre—
V System
SIGH IN

Note: If you did not receive a TMS user 1D and password, please contact the VA TMS Help Desk.

Step 3: Select the SIGN IN button.


https://www.tms.va.gov/plateau/user/login.jsp
mailto:vatmshelp@va.gov
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How Do | View My Employee’s Competency Self Assessment?
Step 1: Log in to the TMS.
Step 2: Select the My Employees tab.

welcame SUPERVISOR OCSDEMO | (g Check System | Sian Cut
Talent
Management

SUPERVISOR S OCSDEMO

IT SPECIALIST (INFOSEC)
0OCS DEMO

To-Do List 1 cetsiog |

Q) i | =] |
| S o P [ el | Easy Links

=9 Lo,

Step 3: Select an employee’s name to access the employee’s TMS record.

Welcome SUPERVISOR OCSDEMO | Qh k System| Sign Out ‘_;
A Talent
Y Management
VA LEARNING UNNERSITY System
Home My Employees Organization Admin
Employees & Help
| | (JOHN Q DOE: To-Do List 1 Catalog Q
JOHN Q DOE | | o =
I ) Shows:| All Learning I»| (CIEL| [ SupervisorLinks |[#]°
MICHAEL Z JAVMES Due later H Assign/Remove Learning
4/30/2012 'l Entry Level FAC-P/PM Boot Camp Register/Withdraw Employees
Available Approvals
6/30/2012 [ LDC_RECORDS_MNGMENT_BASICS Assessments
Must b 2 g Dashboard
s R Organization Chart
121172012 # VA Privacy and Information Security Awareness and Rules Reports L
Available Less o
1273172012 3{. LDC Records Management Intermediate
Status: JOHN Q DOE
Must be registered
1/3/2013 @ No FEAR (Notification & Federal Employee Antidiscriminal Curricula »
B Overdue (0]
Available .
Due in 20 days (0}
No due date M Due Later (2]
|| M Becoming a Manager: Leading and Communicating 4
In progress Completed Werk )
:= Communicating Strategically — 1 item completed in the I |
e Grit Sl last 20 days. [3
—_ = :



https://www.tms.va.gov/
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Step 4: Select the Competencies pod from the employee’s TMS record.

Employees @ Help
(JOHN @ DOE: To-Do List | | Catal (
JOHN Q DOE 9 = 21 = 2
[ qQ Show: | All Learning I-| CCIE [ SupervisorLinks ||
MICHAEL Z JAMES Due later g Assign/Remove Learning
4/30/2012 '@l Entry Level FAC-P/PM Boot Camp Register/Withdraw Employees.
Available Approvals
6/30/2012 [ | DC_RECORDS_MNGMENT_BASICS Assessments
Must b . q Dashboard
ot be resnlens QOrganization Chart
121172012 | yp Privacy and Information Security Awareness and Rules Reports

Bvailable Less «

n

1273172012 :; LDC Records Management Intermediate
Status: JOHN Q DOE

Must be registered

r n N\
1/3/2013 8 No FEAR (Notification & Federal Employee Antidiscriminaf Curricula =2
B Owverdue (0}
Available
Due in 30 days (0}
No due date B Due Later (2}
” M Becoming a Manager: Leading and Communicating L™ A
In progress Completed Work » )
" Communicating Strategically 1 item completed in the
last 20 days.
Must be registered
& Communicating to Get Results
Available ompetencies >
e 76% of requirements met
sl FAC-p/PM Entry Program/Project Management
Available
e

The Competency Assignments and Ratings page loads, which displays the results of the
employee’s competency self assessment.

JOHN Q DOE L

IT SPECIALIST (INFOSEC)
OCS DEMO

13

Competency Assignments and Ratings @ Help =

View Competencies

m

The following details the status of the competencies assigned to you, grouped by competency profile.Competencies without associated competency profiles are
listed under Free-Floating Competencies. The icon to the right of each competency profile, indicates whether or not it is complete. Use the Action column o
assign yourself an item that will allow you to meet your required rating. Competency results will not be used to assess or evaluate individual performance.

There are no Free-Floating Competencies assigned to you.

Cumulative Relative Competency Gap (%:):-15.00

Competency Profiles with A iated Competencies
Competency Frofile Assianed Cate
CIT Core Competency Profle o 1227201
Type Competency Gap Acticon
Knowledas Flanning and Evaluation faa] S E— L]
Organizes work, sets priarities, and determines resource requirerments; determines Actual2 00 Req2

short- or long-term goals and strategies to achieve them; coordinates with other
arganizations or parts of the organization to accomplish goals; monitors progress
and evaluates cutcormes.

Knowledas Vision Jals] o m——
Understands where the organization is headed and how to make a contribution; Actual5 00 Reg:l
takes a long-termview and recognizes appartunities to help the arganization
accomplish its objectives or move toward the vision

Knowledas Integrity/Honesty [T N — — i} Assign Related
Contributes to maintaining the integrity of the organization; displays hiah Actual] 00 Reqs Items
standards of ethical conduct and understands the impact of violating these
standarcls on an omanization, self, and athers; is trustworthy
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How Do I Complete a Supervisor Assessment of My
Employee’s Competencies?

Step 1: Log in to the TMS.
Step 2: Select the My Employees tab.

= Welcome SUPERVISOR OCSDEMO | {g Check System | Sian Out &
j Talent
Management
. System
e ——

My Employees ! Organization Admin

SUPERVISOR S OCSDEMO

IT SPECIALIST (INFOSEC)
OCS DEMO

_d..! Show:| Everything | * D]]'_I_TIJ

{ To-Do List
|

" Easy Links

o Lok

Step 3: Select an employee’s name to access the employee’s TMS record.

D, Welcome SUPERVISOR OCSDEMO | 4 Check Systern | Sign Gut Li
A j Talent ol
Y Management
VA LEARNING UNNERSITY System
Home My Employees Organization Admin
Employees & Help
| |[JOHN Q DOE: To-Do List | Catalo )
JOHN Q DOE a — _ 9 | ] 3
I Ql Show:| All Learning I~| (ELE)| [ SupervisorLinks |/
MICHAEL Z JAMES Due later f Assign/Remove Learning
4/30/2012 '@l Entry Level FAC-P/PM Boot Camp Register/Withdraw Employees
Available Approvals



https://www.tms.va.gov/
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Step 4: Select the Competencies pod from the employee’s TMS record.

Employees @ Help
( JOHN Q DOE: To-Do List | Catalog [
JOHN Q DOE - = . | Q
i ql BERY il Lcaming I~ | (ELEJ| [ supervisorLinks |&] )
MICHAEL Z JAMES Due later E Assign/Remaove Learning
4302012 (@ Entry Level FAC-P/PM Boot Camp Register/Withdraw Employees.
Available Approvals
6/30/2012 [ | DC_RECORDS_MNGMENT_BASICS Assessments
M b . 4 Dashboard
ot e peantere Organization Chart
1201172012 yp Privacy and Information Security Awareness and Rules Reports
Available Less «

n

12/3172012 :; LDC Records Management Intermediate
Status: JOHN Q DOE

Must be registered

1/3/2013 0 No FEAR (Notification & Federal Employee Antidiscrimina Curricula o
B Overdue (0}
Available
i Due in 20 days {0)
No due date ¥ Due Later (2)
” M Becoming a Manager: Leading and Communicating pN "
In progress Completed Work >

-‘ Communicating Strategically 1 itern completed in the
) last 30 days.
Must be registered

M Communicating to Get Results /
Competenciee | o)
Available Competencies B
I 76% of requirements met
&l FAC-P/PM Entry Program/Project Management

Available \

The Competency Assignments and Ratings page loads.

JOHN QDOE L

ITSPECIALIST (NFOSEC)
OCS DEMO

| »

Competency Assignments and Ratings @ Help

View Competencies

m

The following details the status of the competencies assigned to you, grouped by competency profile. Competencies without associated competency profiles are
listed under Free-Floating Competencies. The icon to the right of each competency profile, indicates whether or not it is complete. Use the Action column to
assign yourself an item that will allow you to meet your required rating. Competency results will not be used to assess or evaluate individual performance.

There are no Free-Floating Competencies assigned to you.

Cumulative Relat yGap (%):-15.00

Competency Profiles with Associated Competencies

Competency Prafile Assigned Date
CIT Core Competency Profile qj 12/27/2011
Type Competency Gap Action
Krowledgs Flanning and Evaluation o] o E— )
Organizes work, sets priorities, and determines resource requirements; determines Actualzion Feq2

short- or long-termgeals and strategies to achieve them; coordinates with other
arganizations or parts of the arganization to accomplish goals; monitars progress
and evaluates outcorres.

Knowledge Vision o] o — ]
Understands where the arganization is headsd and how to make a contribution; Actual 500 Reg:l
takes a long-term view and recognizes opportunities to help the oraanization
accomplish its abjectives or move toward the vision.

Knowledge Integrity /Honesty ool T TS0 | fcsign Related
Contributes to maintaining the integrity of the arganization; displays hiah Actual 100 Reg3 Itams
standards of ethical conduct and understands the impact of violating these
standards on an organization, self, and others; is trustworthy.
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Step 5: Scroll to the bottom of the screen and select the Assess My Competencies
button.

y

IT SPECIALIST (INFOSEC)
OCS DEMO

KRowiedge Veleran Service Motivation
Shows a comimitrment to serve Veterans. Ensures that actions meet custormer needs;
aligns crganizational objectives and practices with vetzran and public interest.

Knowledae Self-Esteem
Believes in own self-warth; maintains a positive view of staff and displays a
professional image

Knowledge standards
Knowledge of standards that either are compliant with or derived from established
standards or guidelines.

Knowledge Learning
Uses efficient lzarning techniques to acquire and apply new knowledas and skills;
uses training, feedback, or other opportunities for self-lzarning and developrrent.

Knowledge Administration and Managerment
Knowledae of planning, coordination, and execution of business functions, rescurce
allocation, and production.

Knowledge Flexibility
Is open to change and new information; adapts behavior or work methods in
response to new information, changing conditions, ar unexpected obstacles;
effectively deals with ambiguity.

Knowledge Arithrretic
Performs computations such as addition, subtraction, multiplication, and division
carrectly using whaole numbers, fractions, decimals, and percentages.

U0 — |50
Actual400 Reg:l

] o — —
Actualdod Reg:l

a7 ] o E— ]
Actual200 Reg2

af] o E—
Actual 200 Reo2

o] s E— ]
Actual200 Reg2

7 N I I ]
Actual 100 Reg2

o] s m— ]
Actual 500 Reg2

Assign Related
ltems

The Supervisor Assessment page loads.

JOHN QDOE

ITSPECIALIST (INFOSEC)
OCS DEMO

Complete Assessment

Supervisor Assessmant

-

the competencies listed below. Competency results will not be used to assess or evaluate individual peformance.

For: DOFE, IOHN O
Required By: 12/27/2011

OIT Core Competency Profile Competencies

Admin ion and M { Knowledae)
Enowledae of planning, coardination, and execution of business functions, resource allocation, and production

User Does not apply

REERE ® © © ©

Arithmetic { Knowledgs)

(%]
w

User Does not apply

DOE, JOHN O ® ® ® ®

Page 1of1

NS

Performs computations such as addition, subtraction, multiplication, and division correctly using whole numbers, fractions, decimals, and percentages

& Help

You have been asked to complete this assessment survey for the individual(s) named below. Please provide your honest assessment of their proficiency level for

Submit Cancel

Add

Comments

Add

Comments
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Step 6: Assess the employee’s competencies.
Read the competency definition provided.

Hover over each rating/proficiency level (1-5) and read the rating
descriptions/behavioral indicators provided for the competency.

Select the radio button that corresponds with the appropriate rating/proficiency level.

JOHN Q DOE 2

ITSPECIALIST (INFOSEC)
OCS DEMO

Complete Assessment @ Help

Supervisor Assessment

m_|»
—

You have been asked to complete this assessment survey for the individual(s) named below. Flease provide your honest assessment of their proficiency level for
the competencies listed below. Competency results will not be used to assess or evaluate individual performance.

For: DOE, JOHN O

Requuired By: 12/27/2011

Cancel
OIT Core Competency Profile Competencies Reting Description:4 Develops project proposls toansure
— — - necessary financinl and contractual information isdefined. 4
a and i et ( Knowledas) B Analyzesproject propasal inputs from varicuselements (g,
knowledge of planning, coordination, and execution of business functions, resource allocatid budgetary, technical, com pliance, policy).
2 3 4 5
lser =3
User Does notapply 3 3 2 5 C
DO, JoHN @ @ @ @ @ @ @ E Add
Comments
Arithmetic ( Knowledge)
Ferforms computations such as addition, subtraction, multiplication, and division correctly using whole numbers, fractions, decimals, and percentages
2 3 4 5
[
User Does notapply 3 3 4 5
[DOE, JOHMN & (@] (@] (] 5] 5] [&] Add
Comments

Note: You can complete an entire Supervisor Assessment and rate each of the employee’s competencies,
or you can rate only the competencies that you noted required a proficiency level adjustment,

Step 7: Select the Submit button at the bottom of the page.

JOHN Q DOE x
ITSPECIALIST (INFOSEC)
OCS DEMO
1 2 3 4 = pn
DOE, JOHN © ® ® ® ® ® ® Add
Comments

Vision { Knowledas)
Understands where the araanization is headed and how to make a contribution; takes a long-term view and recognizes opportunities to help the organization
accomplish its abjectives or move toward the vision.

2 3 4 5
2 3 4 5

DOE, JOHN G ® ® ® ® ® ® Add
Commants

User Does not apply

Writing ( Knowledge)
Recoanizes or uses correct Enalish grammar, punctuation, and spelling; communicates information for example, facts, ideas, or messages) in a succinct and organized
manner; produces written information, which may include technical material, that is appropriate for the intended audience.

User Does not apply 'l ; ; : ;

DOE, JOHN © ® ® ® ® ® ® Ackd
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Step 8: Select the Confirm button.

JOHN QDOE

ITSPECIALIST (INFOSEC)
OCS DEMO

Complete Assessment © Help

Suparvisor Assassmant

You have been asked to complete this assessment survey for the individual(s) named below. Please provide your honest assessment of their proficiency level for the
competencies listed below. Competency results will not be used to assess or evaluate individual performance.

For: DOE, JOHN O

Required By: 12/27/2011

You are about to submit your assessments for the individual(s) listed below. Please reviewthis information before proceeding.

Assessment Confirmation
User Marre Status Notes
[0, JOHM & 5 out of 33 competencies assessed Mot all competencies assessed

O comiments entersd

Return To Survey

Step 9: Select the Return button.

JOHN QDOE

IT SPECIALIST (INFOSEC)
OCS DEMO

Complete Assessment @ Help

Supervisor Assessment

For: DOE, JOHM Q
Required By: 12/27/2011

Status
Status:

Yourassessment has been succe ssfully submitted. Thankyou very much foryour input.

Note:
o The Supervisor Assessment is recorded in the employee’s Completed Work area.

e The most recent competency assessment ratings (either from the supervisor assessment or the
employee’s self assessment) write over any previously submitted competency assessment

ratings.
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How Do | Add Training Courses to My Employee’s elDP?

Add Training Courses Suggested by the TMS
Step 1: Log in to the TMS.
Step 2: Select the My Employees tab.

Welcome SUPERVISOR CCSDEMO | g Check System | Sian Qut
Talent

Management

My Employees Admin

SUPERVISOR 8 OCSDEMO
IT SPECIALIST (INFOSEC)
0Cs DENO

1

.d)! Show:| Everything - m

{ To-Do List
|

|’ Easy Links

o

Step 3: Select an employee’s name to access the employee’s TMS record.

B Welcorme SUPERYISOR ©CSDEMO | g Check System | Sian Out l-l
A / Talent E"
X Management
VAL LEARNING UNNERSITY System
Home My Employees Organization Admin
Employees & Help
(JOHN Q DOE: To-Do List Catalo 3
‘ JOHN Q DOE ) e . 7 9 | Q 3
I 4] Show: | All Learning |v| (EEL| (Supervisor Links &l
MICHAEL Z JAMES Due later i Assign/Remove Learning
4/30/2012 'l Entry Level FAC-P/PM Boot Camp Register/Withdraw Employees
Available Approvals

10


https://www.tms.va.gov/
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Step 4: Select the Competencies pod from the employee’s TMS record.

Employees @ Help
jresp " JOHN Q DOE: To-Do List | Catalog [ﬁ Q
[ qQl Show:| All Learning I~| (EE| [ SupervisorLinks [ |
MICHAEL Z JAMES R | rssmonoe esm |
4/30/2012 <l Entry Level FAC-P/PM Boot Camp Register/Withdraw Employees.
Available Aprivais
6/30/2012 L] | DC_RECORDS_MNGMENT_BASICS feasessments)

M ) ) Dashboard
t st
ust be registere Organization Chart

12/11/2012 B VA Privacy and Information Security Awareness and Rules Reports

Available Less &

m

1273172012

| LDC Records Management Intermediate
Status: JOHN Q DOE

Must be registered

o N
1/3/2013 @ No FEAR [Notification & Federal Employee Antidiscriminaf Curricula -
B Overdue (0]
Available 3
i Due in 30 days (0)
No due date M Due Later (2}
” B Becoming a Manager: Leading and Communicating p .
In progress KCDmpIEtEd Work )
| Communicating Strategically 1 item completed in the
last 30 days.
Must be registered

B Communicating to Get Results
Available /

&l FAC-P/PM Entry Program/Project Management
Available

Competencies B
T6% of requirements met

o0 o

The Competency Assignments and Ratings page loads.

JOHN QDOE A

ITSPECIALIST (INFOSEC)
OCS DEMO

Competency Assignments and Ratings @ Help %]
View Compatencies

The following details the status of the competencies assigned to you, grouped by competency profile. Competencies without associated competency profiles are
listed under Free-Floating Competencies. The icon to the right of each competency profile, indicates whether or not it is complete. Use the Action column to
assign yourself an item that will allow you to meet your required rating. Competency results will not be used to assess or evaluate individual performance.

m

There are no Free-Floating Competencies assigned to you.
Cumulati lati P yGap (%6):-21.67

Competency Profiles with Associated Competencies

Competency Profile Assigned Date
OIT Core Competency Profile qj 12727201
Type Competency Gap Action
Knowledge Planning and Evaluation o] s — 1]
Organizes work, sets priorities, and determines resource recuirements; determines Actual200 Req2

short- or long-termgoals and strategies to achieve them; coordinates with other
arganizations or parts of the organization to accomplish goals; monitors progress
and evaluates outcormes.

Knowledge Vision o] o o — ]
Understands where the organization is headed and how to make a contribution; Actual200 Req:l
takes a long-term view and recognizes opportunities to help the crganization
accormplish its objectives or move toward the vision.

Knowledae Inteqrity/Honesty ] N I I ] Assign Related
Contributes to maintaining the intsarity of the organization; displays hiah Actual:100 Req3 ltems
standards of ethical conduct and understands the impact of violating these
standards on an organization, self, and others; is trustwarthy.

11
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Step 5: Select the Assign Related Items button next to a competency.

JOHN Q DOE 2

ITSPECIALIST (INFOSEC)
OCS DEMO

Competency Assignments and Ratings @ Help

View Competencies

The following details the status of the competencies assigned to you, grouped by competency profile. Competencies without associated competency profiles are =
listed under Free-Floating Competencies. The icon to the right of each competency profile, indicates whether or not it is complete. Use the Action column to

assign yourself an item that will allow you to meet your required rating. Competency results will not be used to assess or evaluate individual performance.

There are no Free-Floating Competencies assigned to you.

Cumulati lath P y Gap (%):-2167

Competency Profiles with Associated Competencies

Competency Profile Assigned Date
OIT Care Competency Profile ol 127277201
Type Cormpetency Gap Action
Knowledge Flanning and Evaluation [aa] Fo )
Crganizes work, sets priorities, and determines resource requirements; determines Actual200 Req2

short- or long-term goals and strategies to achieve them; coordinates with other
arganizations or parts of the arganization to accomplish goals; monitars progress
and evaluates outcormes.

Knowledas Vision fue] o o — 1]
Understands where the organization is headed and how to make a contribution; Actual200 Req:l
takes a long-term view and recoanizes opportunities to help the crganization
accomplish its abjectives ar move toward the vision.

Knowledge Integrity/Honesty oo T 15
Contributes to maintaining the intsarity of the arganization; displays high Actual 100 Req3
standards of ethical conduct and understands the impact of violating these
standards an an arganization, self, and others; is trustwarthy.

Step 6: Select the checkbox(es) next to the course title(s) you want to add to the
employee’s elDP.

Step 7: Select the Assign Selected Item button.

JOHN Q DOE X
ITSPECIALIST (INFOSEC)
OCS DEMO
Competency Assignments and Ratings @ Help  *
Assign ltems
Competancy: Integrity/Honesty
Previous Assign Selected ltem
Related Items
Itemn Title Rating Provided  Action
AC-F/FM Senior Leadership and Interpersonal skills 5 =
CIT Fundarmentals of Supervision 4 =
Leadership Twelve: Supervisory Skills 4 B E
Leading Tearms: Bullding Trust and Commitment 4 =
Test Ermail Motification Item 4 [
Facilitative Leadership 3 [l
Customer service Fundamentals: Building Fapport in Customer Relationships 3 =
Understanding Workplace Diversity 3 =
Manading the Stress ¢ nizational Change 3 [l
lanclate " Ethics 3 [l B
sing Problem Performance 3 =
Integrity in the Workplace 3
Warking for Your Inner Boss: Persanal Accauntability 3
IntegratedEthics - Ethics Consultation: Responding to Ethics Guestions in Health Cars 3 =

The selected course(s) will be added to the employee’s elDP, meaning the course(s) will appear
on his or her To-Do List.

12
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Add Training Courses from a Keyword Search
Step 1: Log in to the TMS.
Step 2: Select the My Employees tab.

Welcome SUPERVISOR OCSDEMO | @I. ck System | Sian Cut

Talent
Management
System

( My Employees | Organization Admin

SUPERVISOR S OCSDEMO
IT SPECIALIST (INFOSEC)
0CS DEMO

To-Do List | catelog | | @

Ql i | * ], [ o |
I o] Show: | Everything (=0 1)  Easy Links ] |

o Lok

Step 3: Select the Assign/Remove Learning link from the Supervisor Links section.

— _— . y - | ]
Welcome SUPERVISOR OCSDEMO | g Check System | Sian Out - L
n Talent
I Management
VRLEARMING UNIERSITY System
Home My Employees Organization Admin
Employees & Help
( JOHN Q DOE: To-Do List | Catalo 24
JOHN @ DOE Q 2 ‘ d =3
‘ q Shaws | All Learning | (CILEJ| [ SupervisorLinks |/]
Due later E < Assign/Remove Learning
MICHAEL Z JAMES s
413072017l Entry Level FAC-P/PM Boot Camp Registermmmaw Cmployees
Available Approvals
6/30/2012 3 | pC_RECORDS_MNGMENT_BASICS Assessments
i Dashboard
Must boregitered Organization Chart
1201172017 - va Privacy and Information Security Awareness and Rules Reports L
Available Less «

Step 4: Select the Add Items and Curricula radio button and select the Next button.

Welcome SUPERVISOR OCSDEMO | (@ Check System | Sian Cut

- =
n / Talent
2 X Management

VALEARNING UNIVERSITY . System
My Employees Organization Admin
Manage Learning Activities © Help
Select Managemaent Action

This menu option is available to supervisors. It provides features to manage the learning Activities of your subordinates. The Learning Activities wizard is used to add

items and remove items, and assign curriculum to your subordinates. .a

Select Management Action

Note: The Remove Items option will not remove items assigned to a user through a curriculum or by an administrator.

13
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Step 5: Select the employee.

a. Select the checkbox that corresponds to the employee’s name and select
the Add Checked button.

Manage Learning Activities @ Help
Salect Management Action — Selact Users

Select Users

User Marme Select User  Include Subordinates
DOE, OHN &
JAMES, MICHAEL 7 ]

b. Review the list of Selected Users, and select the Next button if the list is

correct.
Manage Learning Activities @ Help
Select Management Action — Salect Usars
Previoud
#dd Checked
select all / Deselect All
Select Users
User Marre Select User  Include Subordinates
DOE, JOHM =
JAMES, MICHAEL 7 &
select all f Deselect All
Select All / Deselect All
User Name Remove
DOE, JOHN © ]
select All 7 Deselect All
Remave Checked

Step 6: Search for the course.

Enter search criteria in the Keywords field and select the Search button.

Manage Learning Activities @ Help
Select Managemeant Action — Select Users — Search for ltems and Curriculum
Frevious

Search for Items and Curriculum

En) lect items.
Keywords: |Excel 2007 Exact Phrase
Curricula Instructor-Led anline Elended Other (Select one or more)

There are no items andfor curricula selected

14
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Step 7: Assign the course.

Reaching New Heights

Select the checkbox associated with the desired course and select the Add

Checked button.

Search Results

< Refina Search
Keywords: Excel 2007
Exact Phrase: vos

Search Results
Title

@ Advanced Customization in Excel 2007

Type  Add
g O

@ Advanced Data Management in Excel 2007 2
@ Advanced Formatting in Excel 2007 2 T

& Help

Add Checked

Sekct Al Desskct All

Step 8: Set the course parameters for Assignment Type and Required Date.

a. Select the Select link next to Assignment Type.

Edit Information

Title

Type  Assianment Type
@ Advanced Data Management in Excel 2007

Assian Date

E ITE\JE‘
b. Select the Search button in the pop-up window.
Assignment Types @ Help
Search Assignment Types

Enter a value for each field that you want to use to filter your search. Click Search to display the results.

search All Locales: ) yes @ Mo

Description: [ Starts With [=] | |

c. Select either Optional or Required.

Assignment Types

« Refine Search

View Assignment Types Results

1 Description
Cptional Cptional
Fequired Fequired

& Help

>

Select

d. Select the Next button.

Manage Learning Activities

Select Management Action — Select Users — Saarch for ltems and Curriculum — Edit Information

Search for Items and Curriculum

Enter keywords to select items.
Keywords:|Escel 2007

Exact Phrase
Curricula Instructor-Led online Elended Other (Select one or more)

Edit Information

Title Type Assianment Type

2 [Dptional Select

Assian Date

@ Advanced Data Management in Excel 2007

% Help

F‘nevinus

Search

Select All/ Deselert Al

Remove
Sebect All/ Desslect ANl

Remove Checkad
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e. Set the Required Date (either type the date manually or use the calendar icon to
select the date from the pop-up calendar).

Manage Learning Activities

@ Help
Select Management Action — Select Users — Search for ltems andCurriculum — Edit Information — Edit Required Dates
Previous | | Finish |
Edit Required Dates for Users
User
DOE, JOHN &

Edit Required Dates
Title:

Type  Assignmment Type Assian Date

Required Date MM/DDAYYYY )
E Optional 12/27/2011

[

@ Advanced Data Management in Excel 2007

Step 9: Select the Finish button.

Manage Learning Activities
Salact Management Action — Salect Usars — Search for lems and Curriculum — EditInformation — Edit Required Dates

Edit Required Dates for Users

User
[OE, JOHN O

& Help

Edit Required Dates

Title Type  Assianment Type Assian Date

Required Date MM/DDAYTY )
E Optional 1242772011

03/27/2012

@ Advanced Data Management in Excel 2007
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How Do | Add a Completed External Event to My Employee’s
Completed Work?

Step 1: Log in to the TMS.
Step 2: Select the My Employees tab.

A Talent Welcanve SUPERVISOR OCSDEMO | g Check System | Sian Qut
alen
VD ‘I_U Management
VA LEARNING UNIVERSITY System
Home ( My Employees | Organization Admin

SUPERVISOR S OCSDEMO

IT SPECIALIST (INFOSEC)
QCS DEMO

Catalog [ I d

Al Show:| Everything | » m

{ To-Do List
\

|r Easy Links )

o Lendi

Step 3: Hover over the employee’s name in the employee tree.

Welcarme SUPERVISOR OCSDEMO | 4@ Check System | Sionout L2
n Talent o
x| Management
VA LEARNING UNIERSITY System
Home My Employees Organization Admin
Employees & Help
e — -
( : To- i ] Catalo 3
‘ ——— ’ JOHN Q DOE: To-Do List g | | |
| Q| Shows:| All Learning | (EE Supervisor Links |
MICHAEL Z JAMES Due later h Assign/Remove Learning
4/30/2012 @l Entry Level FAC-P/PM Boot Camp Register/Withdraw Employees
HAyailable Approvals
6/30/2012 [ | DC_RECORDS_MNGMENT_BASICS it
E Dashboard
Nuztbereghiored Organization Chart
12/11/2012 @M VA Privacy and Information Security Awareness and Rules Reports. |8
Available Less «

Step 4: Select the Record Learning link from the pop-up box.

Welcome SUPERVISOR OCSDEMO | (@ Check System | Sign Out z
Talent “
Management
VA LEARNING UNIVERSITY System
Home My Employees Organization Admin
Employees @ Help

m

' JOHN Q DOE ] JOHN Q DOE Catalog By
Q) Show:| All Learning v| (E1EL| [ SupervisorLinks |/ |

MICHAEL Z JAMES & Manage Alternate Supervisors Assign/Remove Laarning
il Report v Level FAC-P/PM Boot Camp Register/Withdraw Employees
ports
o lable Approvals
L[ External Requests
_RECORDS_MNGMENT_BASICS i o o
- b 4 Dashboard
Profil. :
| e il s Organization Chart
- Privacy and Information Security Awareness and Rules Reports L5
' Options & Settings
\ Jlable Less a
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Reaching New Heights

Step 5: Select the External Event radio button and select the Next button.

Step 6: Type the title of the learning event in the Description textbox and select the
Next button.

Step 7: Enter the Completion Date, the Completion Time, the Time Zone, and any
non-required information desired. Then select the Next button.

Step 8: Enter accreditation information if applicable and select the Next button.
Step 9: Enter comments in the textbox if applicable and select the Next button.
Step 10: Verify the Record Learning information and select the Finish button.

18
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Monitoring Employee elDPs

The TMS tracks training data. This data can be queried and organized in a report for
further analysis. The Learning Plan Report offers a composite view of employee elDPs.
It contains items from the TMS Catalog that are on your employees’ To-Do Lists and
notes if the items have been completed. The Learning History Report offers a composite
view of employees’ Completed Work and is able to be filtered by date. It contains
items from the TMS Catalog as well as external items.

How Do | Generate a “Learning Plan Report?”
Step 1: Log in to TMS.
Step 2: Select the My Employees tab.

My Employees |

Welcarme SUPERVISOR OCSDEMO | (g Check System | Sian Out &
Talent

Management
System

Organization Admin

SUPERVISOR S OCSDEMO
IT SPECIALIST (INFOSEC)
OCS DEMO

i Catalog [

To-Do List 1 @
ol : =5
= Show: | Everyth 52 | r z =
| S e > ST | Easy Links & |
Step 3: Select the “Reports” link from the Supervisor Links section.
— - g B R S
~ Welcorme SUPERVISOR OCSDEMO | g Check System | Sign out L2
A . Talent o '
x| Management
VA LEARMING UNIVERSITY - SYStem
Home My Employees Organization Admin
Employees & Help
( 1 il : To- i Catalo 3
—— JOHN Q DOE: To-Do List g | | |
[ g i =] s - . w1y
| qQ Show:| All Learning | (EE Supervisor Links ||
MICHAEL Z JAMES Due later Assign/Remove Learning
4/30/2012 @l Entry Level FAC-P/PM Boot Camp Register/Withdraw Employees
Available Approvals
6/30/2012 L3 | DC_RECORDS_MMNGMENT BASICS ASSoeEmEE
. Dashboard
Must be registered i ation Chad
12/11/2012 @M VA Privacy and Information Security Awareness and Rules ( Reports. ) L
Available Less &
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Note: If you want to run a report on only one specific employee’s training statistics, hover over

the employee’s name and select the “Reports” link from the pop-up box.

e, Weelcame SUPERVISOR OCSDEMO | g Check System | Sian Out 2
A Talent
Iy Management
WA LEARNING UNVERSITY . System
Home My Employees Organization Admin
Employees @ Help
JOHN Q DOE SIOLINICHDOE == = B
| Record Learning Q) Show: | All Learning v| (G El) [ Supervisor Links ¥
# Manage Alternate Supervisors. Assign/Remove Learning
MICHAEL Z JAMES
Iv Level FAC-P/PM Boot Camp Register/Withdraw Employees
lable Approvals
mnal Requests.
|_RECORDS_MNGMENT_BASICS (ESEEe T
T . 2 F Dashboard
- Proie Lhoret Organization Chart
- Privacy and Information Security Awareness and Rules Reports. B
" Options & Settings
A Jable Less «

Step 4: Select the “+” sign next to the “Learning Plan” category.
Step 5: Select the “Learning Plan” hyperlink.
Select the (CSV) report link if you would like to import the data to Excel.

Reports @ Help

Select a Report from the list below to run a report for yourself or your subordinates.

Report Name
Close-Fit Jabs

ﬂ Competency Assessment Comparison
Competency Assessment Trend

B2 Curriculum Status

£3 ltem Requests

E3 ltem Status

ﬂ Learning History

£3 Leaming Hours

£ Leaming Mesds

Step 6: Enter desired report parameters.
For example: Select “Direct Subordinates” for User.
Step 7: Select the Run Report button.

This example report will contain each employee’s elDP. If the employee has completed the item,
the “Complete Date” field will be populated with the completion date. Blanks in the “Complete
Date” field indicate that the employee has not completed the item.

Note: This report contains all TMS record data and cannot be filtered by dates. This report only
contains items that are in the TMS Catalog,; external items are not included. To view only
completed elDP items (including external items) and be able to filter by date, generate a
Learning History Report.
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How Do | Generate a “Learning History Report?”
Step 1: Log in to TMS.
Step 2: Select the My Employees tab.

Welcane SUPERVISOR OCSDEMO | (g Check system | Sian Cut
Talent

Management
System

SUPERVISOR S OCSDEMO

IT SPECIALIST (INFOSEC)
0OCS DEMO

To-Do List | catatog [
2 i | * ] ||
| < o R o | Easy Links

o Lok

Step 3: Select the “Reports” link from the Supervisor Links section.

n ; RE, Talent Welcome SUPERVISCR OCSDEMC | 4 Check System | Sian out - L2
V. ‘I_U \ Management
VA LEARNING UNIVERSITY System
Home My Employees Organization Admin
Employees @ Help
( [ JOHN Q DOE: To-Do List 1 Camng [ | Q@ J

\[ 3 Showe: | All Learning ~| [ElE

Due later

JOHN Q DDE ‘

| SupervisorLinks |g |

Assign/Remove Learning
MICHAEL Z JAMES

4/30/2012 '@l Entry Level FAC-P/PM Boot Camp Register/Withdraw Employees.

Available Approvals
Aszessments
Dashboard

ation Chart

6/30/2012 U LDC_RECORDS_MMNGMENT_BASICS

Must be registered

1271172012 B VA Privacy and Information Security Awareness and Rules

Note: If you want to run a report on only one specific employee’s training statistics, hover over
the employee’s name and select the “Reports” link from the pop-up box.

= ‘Welcorme SUPERVISOR OCSDEMO | 5 Check System | Sian out ;
A Talent “
IY) Management
VA LEARNING UNIERSITY System
Home My Employees Organization Admin
Employees @ Help
JOHN Q DOE JOHN Q DOE Catalog Q |
o s = Show: | All Learning ~| (EEJ| (SupervisorLinks [/
& Manage Alternate Supervisors Assign/Remove Learning
MICHAEL Z JAMES
@ Iv Level FAC-P/PM Boot Camp RegisterWithdraw Employees
— lable Approvals
| External Requests
|_RECORDS_MNGMENT_BASICS Assessments
i b red Dashboard
i,y et Shh ekl Organization Chart
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Step 4: Select the “+” sign next to “Learning History” to expand the category.
Step 5: Select the “Learning History” hyperlink.

Select the (CSV) report hyperlink if you would like to import the data to Excel.

Reports @ Help
Select a Report from the list below to run a report for yourself or your subordinates.
Report Name
Close-Fit Jobs
[ Competency Assessment Comparison
Competency Assessment Trend
£ Curriculum Status
3 lt=m Reguests
3 tem Status
B Leaming Histor,

-------------- Learming History (£5V)

£3 Leaming Hours

£3 Leaming MNesds

3 Leaming Flan
Multi-Rater Peer Vs User
Iy Alianment
Flan

£3 Tuition

3 User Information

Step 6: Enter desired report parameters.

For example: Select “Direct Subordinates” for User. Enter “10/01/2011” for Completed Date
From. Enter “09/30/2012” for Completed Date To.

Step 7: Select the Run Report button.

This example report will display in a new browser and list all the courses your direct
subordinates completed from 10/01/2011 — 09/30/2012. This report will include items in the TMS
Catalog as well as external items input by the user or supervisor.
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Supervisor Dashboard

The Dashboard is a TMS function available to supervisors. The Dashboard offers a view
of overdue or upcoming training that your direct subordinates have on their To-Do Lists.
How Do | Access the (Supervisor) Dashboard?

Step 1: Log in to TMS.

Step 2: Select the My Employees tab.

Welcone SUPERVISOR OCSDEMO | (g Check system | Sian Qut

- 4
A / Talent
X Management

VA LEATINING UNIVERSTTY = System

| My Employees Organization

SUPERVISOR S OCSDEMO

IT SPECIALIST (INFOSEC)
QCS DEMO

Catalog [ 1 ~b

|’ Easy Links &) |

8) show: | Everything B2 1= RED)

[ To-Do List
|

o L

Step 3: Select the “Dashboard” link from the Supervisor Links section.

— - : B
™ Welcome SUPERVISOR QCSDEMO | 458 Check System | Sian Cut L=
A . Talent o ‘
x| Management
VA LEARNING UNNERSITY ; System
Home My Employees Organization Admin
Employees & Help
( | | [ JOHN Q DOE: To-Do List | Catalo ¥
JOHN G DOE Q g | d =
| 8) Show:| All Learning »| (G| [ supervisor Links &
MICHAEL 7 JAMES Due later Assign/Remove Learning
4/30/2012 @l Entry Level FAC-P/PM Boot Camp Register/Withdraw Employees
HAvailable Approvals
&/30/2012 L |DC_RECORDS_MMGMENT_BASicS | || [ ceaaad fpens
izt g 3 Dashboard
R Organization Chart

Select an option from the “Due Date” drop-down menu to see the required training your
direct subordinates have upcoming in the TMS. Note that the Dashboard has a
maximum forecast view of the next 60 days and only displays courses that have a due
date.

Dashboard @ Help
e e T — Freone [0

Employes a Type Title Status

JAMES, MICHAEL 7 B Learning Using SharePoint 2010 with Office 2010 Available
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TMS Resources
Inside TMS website

InsideTMS is a website sponsored by VA Learning University (VALU). It is a source for
training, toolkits, news, and information on the TMS. The site contains a list of local
TMS Administrators as well as contact information for the VA TMS Help Desk.

The Human Resources Academy web page, www.vahracademy.va.gov, contains links to
additional resources for supervisors.

TMS users and supervisors in HR can email the HRA mailbox with specific questions or
concerns. Please include the TMS User ID of the concerned account in the email.
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