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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 e
and password, go straight to Mew Tab - Windows Internet Explorer
e B —

e o1

X %Cnmer’c - @’SEIEH

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 I Sign In to the TMS as a New User?

From the TMS sign-in screen:

1. Enter your user ID in the textbox
provided

2. In the Password textbox enter
“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 Password Expired
Password tethOX User Password has expired. Please Change User Password.
2. Create a new password and
enter it in the New Password

VALU

VALEARNING UNINVERSITY

* = Required Fields

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

textbox s The length of the password must be between 8 and 40 characters.
3. Enter your new password again & The password must contain the following types of characterst

. . 1. English lowercase letters.

in the Verify Password textbox 5 Engnsh uppercase lefters.
4. Select Apply Changes 3. Arabic numerals(0,1,2,..9).

5. You WI” see a page teIIing you 4. Non alphanumeric special characters (@#S3%64E(-_+=00=="/8&39" )

& Characters cannot be repeated more than twice in a row.
that your password Change was » The password cannot contain user nameilogin 1D,
successful e The password cannot contain user's first name and last name.

6. Select Sign in to sign in again e Fassword cannot be same as the E-Signature PIN.
using the new password you just 0 "|
Created Old Password: |
@ * Mew Password: |
8 * Verify Password: i
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., '@#$%"&*()-_+=\{\}[]<>?/"";:\\|])
= 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
link from the Easy Links area

2. On the Options and Settings

Easy Links |

- . i I 7 F:
page, enter a security question it Record Leaming EI
3. Enter a security answer. Your o i !
answer iS Case'senSitive ;External Reguestis TMS Help Desk
. | FedTravel US4 Job
4. Re-enter the security answer to e e
ensure you typed it correctly  nside Tw ey e—
S. SeleCt Smelt ~ News VA Mandatory Training Infa
1 :Dptiuns and Settings WVAKMN Calendar
Less &
. (Curricula = W Completed Work =
B Owerdue (0}
. Due in 30 days {0} 7 “He cmpmllln the last
[ Due Later (1} -
\ I

Options and Settings

Your sattings dalanmine the irmaks and standands used o display infon

Update Account Security Information

* = Requirad Flelds
==
* Security Question. |\Who s e progct manager?

" Security ANSWer. ssssssssssssssmw

* 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://lwww.TMS.va.gov.
On the sign-in page, enter your

. TALENT
user ID and password in the text MANAGEMENT  Passwomo
boxes provided, and select Sign In SrsTEm
2. To end your current session and ion | HewDesk | Eoncor Passwomo | Foscor Use iD

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 Out

VALD

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

1. Sign in to the TMS and select your Home
Name link

2. Fillin all required information on
your Profile page by selecting the

pencil icon to edit the desired area

3. Select your direct supervisor by - To-Do List

using the name search feature . |
under Employee Information [ (S ED R 2 g s

. Contact the talent profile administrator (VALMSAdmin@va.gov) if you need to change in
4. Select Submit

Crganization

.-.

Rachel Levins
™S

18 of 19 sections completed. 1 required section is still incomplete
— Contact Information -

Rachel Levins
TMS

= Employee Information _

e Edit Employee Information ]

* Required Field(s)

Supenvisor Q, | pal_supr_ot
Resume Location
Coach Q
Employee Information
— i
Supervisor: e
Number of Direct Reports: 0
Domain: VA LEARNING UNIVERSITY
Role: System Default User Role

Helpful Hint:
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 -

Catalog :

Catalo
9 Advanced Search
W curricula ™ InstructorLed [ Online ™ Blended ™ 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

P ; To-Do List

an will appear on your home page as r——— - T O
the To-Do List .Due within a week e

2. When you have many items in your To-Do ane2ont _ H

. . . Module 1 - Your Role as a Supervisor (Nuts and Bolts)
L|St, you can filter the view to show Only Due by 4/26/2011 | Optional | Assigned by DAI ADMIN_D1 | Originated From Curriculum
certain items ‘ Department of Veterans Affairs 5531 -

3. You can also switch from list view to card oo g ctome mpeiiess | B ot ‘
view. To switch between views, select the S - Rt
appropriate view toggle button in the —
upper-right-hand corner of the To-Do List 42672011 , ,

. A . . . Module 10 - Staffing Practices (Nuts and Bolts)

4. Inlist view you can view more list items Due by 412812011 | Optional | Assigned by DAI ADMIN_01 | Originaled From Curriculum
simultaneously Be Dopartment ofVeerans Afalrs 5532

5. In card view you can see the details of e | B ‘
each list item and access all of its e | — L
functions —

To-Do List 9

| Search To Do list... 3 [m Everything = I ==

Due within a week pa
To-Do List To-Do List
Setrch To D6 Kt 3 Showe| Eoyting  + [ L[ET) Search To Do list. Show:| Everything 3 =T
DPuo within.a week | ® Module 11 - Employee Development (Nuts and Bolts)
42612011 | s
Module 1 - Your Role as a Supervisor (Nuts and Bolts) P
Due by 412672011 | Optional | Assigned by DAI ADMIN_01 | Originated From Curriculum & Module 12 - Strategic Alignment (Nuts and Bolts)
Department of Veterans Affairs 5531 = .
‘ . of Supes ® Module 13 - Accreditation and Regulatory Standards (Nuts ...
In progress
M Module 14 - Organizational Performance Improvement/Qua...
4 day ing  In progn g
vailable
P ® Module 2 - Day to Day Communications (Nuts and Bolts)
Module 10 - Staffing Practices (Muts and Bolts) Available
Due by 4/26/2011 | Optional | Assigned by DAI ADMIN_01 | Originated From Ci I e 3 - Day to Day Operations (Nuts and Bolts)
Department Vi le
‘ scicreslh # Module 4 - Labor Management Relations (Nuts and Bolts)
A wailable
i ® Module 5/6 - Employee Relations and Performance Manag...
Available ™

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 f ‘
the desired course '

2. You can also select the Catalog link
to the left of the Catalog search bar A
to browse for desired courses R :

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

@

Catalog
. = Advanced Search

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

Browse Catalog | Calendar of Offerings

Subject Area Menu Items Currency: 2l -
[Expand All [Collapse All Med Records Mgt (1)
* | @ SHE-Medical Records Documentation training
Business Processes  (22) Description : Medical Records Documentation for all staff that document in patient recor Add to To-Do List

El Clinical Support Cost:0.00 Length: User Rating: Does not apply Statusi— | oo to Content
(usD)

m

[l customer Relations  (7)
Diagnostics & Clinical Topics
(1)
[=IEnv. of Care, Safety & Inf. Ctrl.
(2}
[#IHR and Staff Development  (17)

Helpful Hints:

e 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- T——
Do List on your home page AT
2. Select the Remove option next to ™
the course description
3. Confirm that you want to delete the
item ‘
i Search To Do list...
| No due date
i SHE-Medical Records Documentation training
Self-Assigned | Originated From Curriculum
‘ Departmentof\f’eleranshﬁairs 1325141 & Goto Content
= IEEETTT QI
Available |Q view petaits
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

1 Easy Links ¢

ADVANCE Record Learning
L Approvals Reports

iE'.-e'te:rrLﬂ.I Requests TMS Help Desk [
iFecITra\.reler USA Jobs l
| FSAFEDS VA Home Page |
' Inside TMS VA Learning U |
: News VA Mandatery Training Infa
;Dpﬁuns and Settings VAKN Calendar

Less «

(curricula Completed Work >

B Overdue (0}
. Due in 30 days [0}
[ Due Later (1}

Communities >
See what's happening in the

.. forums

-

4 Mo completions in the last
-4@" 30 days.

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
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How Do | Print My Learning History?

w N

Helpful Hint:

Select Reports from the Easy

Links area

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

etc.)
Select Run Report

- o |
Catalog Q
Easy Links Vs

B

N ADvance Record Leamning
| External Requests TMS Help Desk
FedTraveler USA Jobs
|FSAFEDS VA Home Page
Inside TMS VA Learning U

Hews

Options and Settings

VA Mandatory Training Info
VAKN Calendar

Less «

Reports

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

Report Name

Reports
Back to Browse Reports.
Run Learning History Legacy
Report Title: stor
e Report Header: ]
Report Footer: |
Report Destination: @ Browser © Local File

ReportFormat: @ xuL @ CSv @ HTML © PDF

Completed Date From
(MMDONYYYY'

-
- (o
Completed Dat i |

MMDDYYYY

Report Type:
Include:
Print Comments:

Sort tems:

| Mask User IDs

] Page Break Between Records

@ Summary Detail
2 tem Events ) External Events @ Both
Yes @ No

@ Completion Date item ID

@ Help

The learning history report is best viewed as a PDF file, but you can also select other formats.
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How Do | Access My To-Do List

and Learning Content?

1. From the TMS home page, go to
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

Helpful Hint:

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

Organization

Rachel Levins
™S

| Module 1 - Your Role as a Supervisor (Nuts and Bolts)
Due by 4/26/2011 | Optional | Assigned by DAI ADMIN_01 | Originated From Curriculum

Department of Veterans Affairs 5531

. Madule 1: In f Nuts and Bolts of Supervision
T training proge: ke a look at the importance of
your role as &
Online ltem

d how.. more

& Go to Content ‘

4 days remaining  In progress

4/26/2011
Module 10 - Staffing Practices (Nuts and Bolts)
Due by 4/26/2011 | Optional | Assigned by DAI ADMIN_01 | Originated From Curriculum

Department of Veterans Affairs 5532 —_
! Module 10 - Staffing Practices: This medule of the Nuts
= EI n., of Supervision training program will provide P O Pa.ContERt

overy ssification process_more | ===mmmmmmo-omoo

of the positios

Cnline ltem

4 daus remaininn_ Availahle

15

ADVWANCE

TRANSFORMING POTENTIAL INTO PERFORMANCE



Talent
Management
System

ALU

VA LEARNING UNIVERSITY

How Do | Change My Password?

From your user home page:
e Select the Options and Settings link from

the Easy Links area

On the Options and Settings page, select the

Password link

Enter your old password in the first textbox, and

then enter your new password. After you have

done this, re-enter your new password into the

textboxes provided to make sure you typed it

correctly.

Organization

Options and Settings

Update Account Security Information

* = Requj Fie
iPassword: ******** I

curity Question: iWhu i the project manager? |

* Security ANSWEr. [sscesssssssessss |

* Re-Enter Security Answer. | ................ |

Helpful Hint:

Catalog 3
Easy Links P4
| ADVANCE Record Learning | I
J; Approvals Reporis
iEx‘ternaI Requesis TMS Help Desk
| FedTraveler USA Jobs
| FsAFEDS VA Home Page
.Inside TMS WA Learning U
INews VA Mandatory Training Info

ﬂ VAKN Catencer
Less ~
Curricula » | Completed Work >
M Overdue (0) )
‘ Due in 30 days (0} . No ournp;:l:nwl‘lln the last
0 Due Later {1} -

Your settings determine the formats and standards used to display informa 9

Change Your Password

Enter your old password: |

Enter your new password: |

Verify your new password: |

To meet VA “strong password” rules, your password must:

¢ Be between eight and 40 characters.

d. Non-alphanumeric special characters (e.g., |@#$%"&*()-_+={}[]<>?/&\#39;":|)

e Contain the following types of characters:

a. English lowercase letters

b. English uppercase letters

c. Arabic numerals (e.g., 0,1,2,...9)
¢ Not repeat a character more than twice in a row
[ ]

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:

1. Select the Forgot Password? link on the
TMS sign-in page
(https://Iwww.TMS.va.qov).

2. Enter your user ID in the textbox provided

| i R T e——
and select Submit. Your password will be S e

emailed to your email account s S1GNIN

G LaCa i Contlact LS

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 Out

page . ma | 4
2. Here you can access the three Help al

functions: Ny Y

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
© N corteris | incex | search | L

Enter a keyword or phrase

(o)

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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