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Purpose

The purpose of this job aid is to guide you through the step-by-step process of adding a
course to your To-Do list in the VA TMS.

In this job aid, you will learn how to:

e Task A. How to Add a VA TMS Course
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Q Task A. How to Add a VA TMS Course
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1. Select the Home dropdown menu.
2. Select Learning.

Learning

I My Employee File id
Admin Cent
5, Admin Center

To-Do

Take Courses
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Courses Survey
2 due in 88 days Due Today

My Info

Learning My History

My Profile

My Specialty

Admin Favorites Admin Center Learning Quick Links
Administration
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3. Select Browse all courses in the Find Learning widget.

Talent
ﬁ:ﬁ Learning v @ :;:::‘:""“'“ Q Search for actions or people A0C010 DM

My Learning My Team

To-Do Y Filter Find Learning

What do you want to LEARN today? Go
~ OVERDUE eIBrowse all courses » I

Keyword . Course name or ID Select All - All Assignment Types =

114 DAYS OVERDUE | REQUIRED START COURSE>
DRAGON TRANING JH Learning History Links
VA 4447816 ) Add to Learning Hist...
View Al Add
[ Part of CURRICULAR FOR DMLM TRAINING 4.10.2018
Approvals
102 DAYS OVERDUE CONTINUE SURVEY > Help Desk

q .. My Information
TMS Admin Training Survey No history records were
For Course TMS 2.0-Introduction to TMS for Administrators, Help Desk and Reports added in lact 20 davse

News

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

5. You can sort them by Relevance, Title, or Rating.
6. Select the Title of the course for which you want to register.

Library

= Biowse by Categories Search Q Language & Currency e

2 coensarven |18
COURSES
Title
Refine By o Rating
Learning Type The Get
Better
b Mindset
Source by Heidi Grant
EVENT ON DEMAND EVENT ON DEMAND
w
Delivery Method "Addicted to Busy - Bumout Preve emand: Captivate Everyone. Event on Demand: The Get Better Min
(VA 4556771) ) (NFED 4554775)
v
(220) (1299)
o
Categories
Start Course 4 More Start Course 4 More Start Course 4 More
=
‘.
¥ —
v A > —
-~
o
ALERT-HR Q&A Session HR Strategic Human Capital Planning... MyCareer@VA Demo for Waco RO Em...
(VA 4537881) (VA 3858380) (VA 4183174)
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7. Select Assign to Me.
8. Select Back.

Again

EVENT DN DEMAND

NFED 4555523
343 Ratings
@ Online Course

& Target sudience: All employees

: Captivate Everyone You Meet and Never Be Forgotten, Overlooked or Interrupted

Captivate Everyone You Meet and Never Be Forgotten, Overlooked or Interrupted
Again

Event on Demand

As a human behavior hacker, Vanessa Van Edwards created a research lab to study the
hidden forces that drive us. And she's cracked the code. In this kevnote. blending

more

1 HOUR(S)

CONTACT

2 categories more

7 You may also:
iy Start Course » Assign to Others >
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9. Select My Learning.

10.0nce you locate the course in the To-Do area, you can Start Course, Assign to

Others, or Remove.
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