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Communications Toolkit for Learning Leaders 
VA Talent Management System (TMS) Training
You may have heard VA is launching the new Talent Management System (TMS), a significant upgrade to the VA Learning Management System (LMS). The upgrade will be rolled out over time, with the first enhancements launching in May 2011.  The first upgrade includes a new, easy-to-use interface with a contemporary look and feel, streamlined navigation to common tasks, dashboards for at-a-glance views of activity and much more.
[image: Graphic header that reads Introducing VA Talent Management System.]

	[image: Advance brandbar with VA logo as a footer]

Greetings Learning Leader!
As a Learning Leader, you play an important role in supporting the transition to the new TMS.  VA Learning University (VALU) has created this toolkit to assist you in communicating information on the training and resources available to all VA employees in support of the TMS upgrade.  Included in this toolkit are communications materials that will help you champion this change to VA employees and direct them to online educational resources that will help them make a successful transition.  Below are some talking points you can begin using immediately to let users know about the new TMS and relevant training.
The primary change from the current system to the new system will be the contemporary user interface.
The functionality you are used to is still available. It just looks different, or may be in a different location.
Fewer clicks are required to get to the information you need. Most of the tasks general users need to complete can be done directly from the home page. 
Enhanced functionality will allow supervisors to delegate duties to other supervisors, re-route approvals, and quickly view subordinates’ training information.
Administrators will enjoy several enhancements, from new global search and quick commands to reporting and survey updates.
Detailed videos, quick reference guides, tip sheets and other Web-based support tools will be provided for all types of TMS users.
New domain managers and learning managers will have the opportunity to attend a one-week, instructor-led course in one of 11 cities nationwide.
Information related to the upgrade and all available training resources are easily accessible at http://www.InsideLMS.va.gov


Communications toolkit contents
Below is a list of the documents contained in the VA TMS communications toolkit.  You can start using these products today to get the word out about the upgraded TMS and to promote upcoming training sessions and educational materials.  These materials are also available for download at http://www.InsideLMS.va.gov.  You may edit the documents to meet your needs. 
Two announcements – use this abbreviated text to create buzz online, in publications at your location, or via email.
· The Coming Soon announcement introduces the new TMS.
· The Go Live announcement confirms the new TMS has launched.
News article – the full-length news article is ready to go into any publication distributed at your location.
Email – cut and paste the text provided into an email for fast and easy distribution.
The email alerts employees of the upcoming launch and the available training opportunities and resources.
Flyer – distribute the Go Live flyer electronically or print out copies and post them in high-traffic areas throughout your office or facility.
The checklist below is provided for your convenience as a recommended timeline for communications around the upcoming launch of the new TMS.  Please note: Launch of the new TMS is currently targeted for May 23, 2011.

Beginning now
Tell everyone you know about the upcoming upgrade from the LMS to the TMS and the training and resources available to help them make the transition.
Provide the news article and announcements to your local webmaster to post on your location’s website or intranet when appropriate.
Submit the news article and announcements for inclusion in the newsletter at your location when appropriate.
Two weeks prior to launch
Go viral by sending the employee notification email to general users, supervisors and administrators at your location. Encourage them to forward the message to their colleagues.
As appropriate, begin to notify leadership at your location of the upcoming change and the training available to help employees with the transition.



One week prior to launch
Brief leadership at your location and request their support in promoting participation in training activities.
Announce the upcoming update to your colleagues through list serves, social websites, staff meetings, and other forums with widespread reach.
Launch week and beyond
Hang copies of the Go Live flyer in high-traffic areas throughout your office or facility.
Become familiar with the training and supplemental resources available on http://www.InsideLMS.va.gov so that you can knowledgably promote them to users at your location.
Conduct information sessions and leadership briefings at your location to ensure training is leveraged and the users at your location are successful in the transition.
Supplemental training resources
VALU is creating a wealth of supplemental training materials to help users learn how to use the new TMS.  These materials will be available at http://www.InsideLMS.va.gov.  This portal is where you’ll find videos, quick reference guides, tip sheets and other Web-based support tools.  Be sure to bookmark http://www.InsideLMS.va.gov, and check it regularly for updates.
Contact information
For more information about training for the new TMS, please go to http://www.InsideLMS.va.gov or contact the National Training Manager, Clarence Bashshar, at clarence.bashshar@va.gov or 202-618-5527.
Thank you for your support. As a result of your hard work, the launch of the new TMS will be a success!
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