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Purpose

A Task is something that you expect a user to be able to do after completing relevant
training. The purpose of this job aid is to guide you through the step-by-step process of
creating and configuring a Task in the TMS.

In this job aid, you will learn how to:

e Task A. Add a New Task
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Task A. Add a New Task

Select the Learning Administration link.

SANDBOX Home v
My Info
Learning My History
= (2]
My Profile
My Specialty
Admin Favorites Admin Center Learning Quick Links
Administration
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Select Content.

w

Navigate to the Tasks.
4. Select Add New.

SANDBOX Admin Center v @ Ll‘k:;mml

Learning Administration

Menu  Recents Tasks Search %)

Search

e
S

s saved Searches &

Enter a value for each field that you want to use to filter your search. Some fields allow you to select from a

> Manage User Learning list of values. You can also add or remove search criteria to further refine your search.

> Learning Activities Case sensitive search: O Yes ® No
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Task Description: Starts With v
Import Content

Task Status: @ Active O Not Active O Both
Content Packages

i Add/R Criteria ©
Content Objects emove Criteria

Search Save As Reset
Assessments
Question Library

Question Import/Export

Objectives

e

5. Fillin the Task ID, Description, Security Domain, and Active status for the new
Task.

6. Select Add.

Add New

Tasks

> Add New

Add New Task

* = Required Fields @

* Task ID:

Description:
* Security Domain: Q, DVA

Active:

Add M
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7. Add any necessary Competencies, Document Links, ISD Analysis information,
Job Codes, Job Locations, or Objectives. Associating these entities with your task
will automatically add the task to any user record that earns them.

8. Select add one ore more from list if you don’t know the entity ID. This will allow

you to search the TMS for your entity.

Tasks

> Search > Search Results > Edit Competencies

Task ID: Test Task

Description: o
1SD Analysis Objectives

Job Codes

Summary Job Locations

Edit the Task

ltems

Add a Competency to the Task

Enter Competency ID oladd one or more from list le

Competency ID:

Update the Competencies for the Task

Competency ID
JAW_test_7/25/2015

Description
This is a test

Search | Add New | &

0

Document Links [T T 1 T2 1T
Add
Select All/ Deselect All
Type Remove
All Employee ]

Select All / Deselect All

Apply Changes Reset
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