
 

  

  

User Job Aid 
Navigate My Learning 



 

 

Job Aid: Navigate My Learning 
(Revision Date: MM, DD YEAR) 

Purpose 
The purpose of this job aid is to guide you through the step-by-step process of navigating My 
Learning. 

In this job aid, you will learn how to: 

• Task A. Access My Learning 

• Task B. Navigate the To Do List 

• Task C. Search My Learning 

• Task D. Add Items to My Learning 

  



 

 

Task A. Access 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. Navigate the To Do List 
1. From My Learning, locate the To-Do area. 

2. The learning items will be listed in different sections. Overdue items are always displayed 
first. Due Later items are displayed next and Due Anytime items are displayed at the 
bottom. 

3. Select the Card View and List View icons to change the display. 

4. Select the Title of a Training Event to launch the course home page. 

 
  



 

 

5. The Course Information, including the title, type (online, instructor-led, or both), and target 
audience, is on the top-left corner of the home page. 

6. Select the Start Course button to launch the online content. 

7. The Course Details tab will be automatically selected. This section will include the due 
date, description, miscellaneous course information, attached attributes, substitute credits 
and curriculum inclusions. NOTE: If there is online content attached to this record, the 
Online Content tab can be selected to view this information. 

8. Select the My Learning link to return to My Learning. 



 

 

 



 

 

Task C. Search My Learning 
1. Select the Filter link to search My Learning. 

2. Enter keywords in the Keyword search field to search for items in My Learning. 

3. Select the Course Types and Assignment Types dropdown lists to customize your 
search. 

 
  



 

 

Task D. Add Items to My Learning 
1. Locate the Find Learning area. 

2. In the Find Learning search field, enter letters or words to return all library items containing 
that information. 

3. Select the Go button. 

 
  



 

 

4. Select a Course Title. 

5. Select the Assign to Me link to add the item to My Learning. 
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