
  

TMS Supervisor Guide for 
eIDP Creation 



This page intentionally left blank.



TMS Supervisor Guide for eIDP Creation 

i 

Table of Contents 
TMS Access .......................................................................................................1 

TMS Log-in ........................................................................................................2 

How Do I Log In to the TMS? ................................................................................ 2 

How Do I View My Employee’s Competency Self Assessment? .........................3 

How Do I Complete a Supervisor Assessment of My Employee’s 
Competencies? ..................................................................................................5 

How Do I Add Training Courses to My Employee’s eIDP? .............................. 10 

Add Training Courses Suggested by the TMS ........................................................ 10 

Add Training Courses from a Keyword Search ...................................................... 13 

How Do I Add a Completed External Event to My Employee’s Completed Work? ...... 17 

Monitoring Employee eIDPs........................................................................... 19 

How Do I Generate a “Learning Plan Report?” ...................................................... 19 

How Do I Generate a “Learning History Report?” .................................................. 21 

Supervisor Dashboard .................................................................................... 23 

How Do I Access the (Supervisor) Dashboard? ..................................................... 23 

TMS Resources ............................................................................................... 24 

 



TMS Supervisor Guide for eIDP Creation 

1 

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

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: 

• The TMS log-in page—located below the Sign In button   

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

 
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 I 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.) 

 
Note: If you did not receive a TMS user ID 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 I View My Employee’s Competency Self Assessment? 
Step 1: Log in to the TMS. 

Step 2: Select the My Employees tab. 

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

 
  

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

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

 

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

 
  

https://www.tms.va.gov/


TMS Supervisor Guide for eIDP Creation 

6 

Step 4: Select the Competencies pod from the employee’s TMS record. 

 

The Competency Assignments and Ratings page loads. 
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Step 5: Scroll to the bottom of the screen and select the Assess My Competencies 
button.  

 
The Supervisor Assessment page loads. 
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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. 

 
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. 

 
  

a 

b 

c 
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Step 8: Select the Confirm button. 

 
Step 9: Select the Return button.  

 
Note:  

• The Supervisor Assessment is recorded in the employee’s Completed Work area. 

• 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 I Add Training Courses to My Employee’s eIDP? 

Add Training Courses Suggested by the TMS 
Step 1: Log in to the TMS. 

Step 2: Select the My Employees tab. 

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

 
  

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

 
The Competency Assignments and Ratings page loads. 
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Step 5: Select the Assign Related Items button next to a competency. 

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

employee’s eIDP.  

Step 7: Select the Assign Selected Item button.  

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

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

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

 
  

https://www.tms.va.gov/
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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. 

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

correct. 

 
Step 6: Search for the course.  

Enter search criteria in the Keywords field and select the Search button.  
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Step 7: Assign the course.  

Select the checkbox associated with the desired course and select the Add 
Checked button.  

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

a. Select the Select link next to Assignment Type. 

 
b. Select the Search button in the pop-up window. 

 
c. Select either Optional or Required. 

 
d. Select the Next button. 
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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).  

 
Step 9: Select the Finish button. 
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How Do I 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. 

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

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

 

https://www.tms.va.gov/
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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. 
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Monitoring Employee eIDPs 
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 eIDPs. 
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 I Generate a “Learning Plan Report?” 
Step 1:  Log in to TMS. 

Step 2:  Select the My Employees tab. 

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

 

https://www.tms.va.gov/
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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. 

 
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.  

 

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 eIDP. 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 eIDP items (including external items) and be able to filter by date, generate a 
Learning History Report. 
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How Do I Generate a “Learning History Report?” 
Step 1:  Log in to TMS. 

Step 2:  Select the My Employees tab. 

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

 
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. 

 
  

https://www.tms.va.gov/
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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.  

 

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 I Access the (Supervisor) Dashboard? 
Step 1: Log in to TMS. 

Step 2: Select the My Employees tab. 

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

 
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. 
 

 
  

https://www.tms.va.gov/
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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. 

 

 

http://www.insidetms.va.gov/
http://www.insidetms.va.gov/FindLocalAdmin.html
http://www.insidetms.va.gov/FindLocalAdmin.html
mailto:vatmshelp@va.gov
http://www.vahracademy.va.gov/
mailto:VAHRACompetencyModel@va.gov?subject=VA%20HR%20Competency%20Model%20Support
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