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Purpose 
The purpose of this job aid is to guide you through the step-by-step process of assigning an 
item to direct reports from the TMS Library. 

In this job aid, you will learn how to: 

• Task A. Navigate to My Learning 

• Task B. Assign Item to Direct Reports 

  



 

 

Task A. Navigate to My Learning 
1. From the VA TMS landing page, select the Home dropdown menu. 

2. Select the Learning option. This will navigate you to the My Learning area of the TMS. 
NOTE: Selecting the My Learning tile under Quick Actions will also navigate you to My 
Learning. 

 
  



 

 

Task B. Assign Item to Direct Reports 
1. Select the Browse all courses link in the Find Learning area. 

 
  



 

 

2. You can refine the search by Learning Type, Source, Delivery Method, and Categories. 

3. You can sort them by Relevance, Title, or Rating. 

4. Select the Title of the course for which you want to register. 

 
  



 

 

5. Select the Assign to Others button. 

 
  



 

 

6. (Optional) On the Enter Learning Activity Details page, select the Add link to add additional 
items, programs, or curricula to assign to your direct report. 

7. (Optional) From the Assignment Type dropdown list, you can mark the item as Optional 
or Required. 

8. (Optional) Use the Calendar icon to select a date in the Required Date field. 

9. Select the Add link in the Employees section to select direct reports. 

 
  



 

 

10. All of your direct reports will be listed. Select the checkbox next to the direct report(s) that 
should be assigned the item. 

11. Select the Add button. 

 
  



 

 

12. Once you confirm the details on the Assign Learning page, select the Continue button. 

 
  



 

 

13. Select the Assign Learning button. 

 
14. A confirmation message will display. Select the Close button. 
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