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Purpose

The purpose of this job aid is to guide you through the step-by-step process of recording
your own external learning event.

In this job aid, you will learn how to:

e Task A. Access My Learning
e Task B. Add an External Learning Event to Learning History
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Task A. Access My Learning

1. Select the Home drop-down menu.
2. Select the Learning option.

TALENT .
MANAGEMENT [~ o @ search for actions or people
SYSTEM 2.0

Home

rrr—

Welcome My Development Plan Sort by Date | Type
Company Info
Welcome to TMS 2.0 (TRAIN).
Employee Files
S ‘thil h d.
ST Admin Center ] View details for course MOC- Nursing-Alaris IV Pump & BD Nexiva
No worries! | Catheter

Here are a couple
of useful links: View details for course MOC-EduN-Yearly Crash Cart Competency

Review

Browse the Catalog Request schedule for course MOC-Nursing IV Therapy Workshop
My Learning History

For help, call the
Enterprise Service Desk at
1-855-673-4357.

View details for course MOC-Nursing Orientation Day 1

View details for course MOC-Nursing Orientation Day 2

View details for course MOC-Nursing Orientation Day 3

~
View details for course MOC-Nursing Restraint Competenc
My Team e & 2
(15 + Recently Completed (0)
A0009 AQ009
DMLMUSER DMLMUSERNewNa...

A0003 DMLMSUPERVISOR v
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Q Task B. Add an External Learning Event to Learning History
1. Select Add to Learning History under the Links widget.

Talent
o Learning v @ ;‘:«::'m‘ Q Search for actions or people A0010 DM|
My Learning My Team
To-Do H Y Fitter Find Learning
Keyword | . Course name or ID | SelectAll - All Assignment Types  ~
. . What do you want to LEARN today? Go
~ OVERDUE Browse all courses >
114 DAYS OVERDUE | REQUIRED START COURSE >
DRAGON TRANING JH LeaninEllisiony
VA4H47E1E View All ~ Add 1
[ Part of CURRICULAR FOR DMLM TRAINING 4.10.2018
Approvals
102 DAYS OVERDUE CONTINUE SURVEY> Help Desk
5 s My Information
TMS Admin Training Surve .
S y No history records were
For Course TMS 2.0-Introduction to TMS for Administrators, Help Desk and Reports addad in lact 200 dave News
2. Select External Event.
My Learning My Team
Add to Learning History
Select the type of item you would like to add to history: e
Item based event External Event
Add to learning history for items entered into the system. Add to learning history for items that are not entered into
(=] the system.

Cancel
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Enter a Description.

Enter Completion Date.

Enter Completion Time.

Select the correct Time Zone.
Optional) Select Instructor ID.
Optional) Enter Instructor Name.
Optional) Enter Total Hours.

Optional) Enter Credit Hours.

—‘—‘—‘“3.0°.\‘.°7.U":'>.°°

(
(
-
0. (Optional) Enter Learning Hours.
1.(
2.(
3.(

Optional) Enter Grade.

Optional) Enter Training Non Duty Hours.

14. (Optional) Enter Comments by selecting the icon. Once you've entered your

comments, select OK in the pop-up box.

15. Select Continue.

My Learning My Team

Add to Learning History

* Required

[=] External Event

Enter Event Details

“Completion Date: 12/15/2020

“Completion Time: 1101AM

* Time Zone:

Back

Name Grade
A0010 DMLMSUPERVISOR

Total Hours:
B —

Training Non Duty Hours:
(1000 001 071)

11

Assign Defaults
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Note: If there are External Accreditation Details, enter the proper information in the

following fields. If there are none, skip to step 20.

16. (Optional) Select Accreditation Type.
17.(Optional) Enter Training Provider.
18. (Optional) Enter Learning Hours.

19. (Optional) Enter Credit Hours.

20. Select Continue.

My Learning My Team

Add to Learning History

External Accreditation Details (Optional, Click continue if there is no External Accreditation Details to add.)

*Required

Accreditation Type : Select @
Training Provider :
@ *Learning Hours :

(TU00 00T OT)
I"Credit Hours :| ‘I@

ottt

Back Cancel ﬁ I
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21. After reviewing the Learning Details, select Add to Learning History.

My Learning My Team

Add to Learning History

Confirm Learning Details
Item:

test
Completion Date: 12/15/2020

Completion Time: 11:43 AM America/New York
Primary Instructor:

Employee

Name Grade

A0010 DMLMSUPERYISOR

Back

Comments

Total Hours:
Learning Hours:
Credit Hours:

Training Non Duty Hours:

Costs

Amount

Add to Learning History Cancel

22.Select Close on the success message page. Congratulations! You have added your

own external learning event.

My Learning My Team

Add to Learning History

Recording Status
Learning Recorded Successfully

Item: test
« DMLMSUPERVISOR, A0010

22

Close
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