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Purpose

The purpose of this job aid is to guide you through the step-by-step process of running a
Curriculum Status Report from My Learning.

In this job aid, you will learn how to:

e Task A. Access My Learning
e Task B. Run a Curriculum Status Report
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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
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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. Run a Curriculum Status Report
1. Select Reports under the Links widget.

My Learning My Team
To-Do W Filter Find Learning
Keyword ' Course name or ID Select All - All Assignment Types =
What do you want to LEARN today? Go
~ OVERDUE Browse all courses >
114 DAYS OVERDUE | REQUIRED START COURSE>
DRAGON TRANING JH Learning History Links
VA 4447816 ;
; Add to Learnin...
I Part of CURRICULAR FOR DMLM TRAINING 4.10.2018 RieElpedd
B EEELEE CONTINUE SURVEY > MOST RECENTLY ADDED Approvals
TMS Admin Training Survey -.,test o Help Desk
For Course TMS 2.0-Introduction to TMS for Administrators, Help Desk and Reports = ‘lﬂ
M .
e My Information
100 DAYS OVERDUE | OPTIONAL START COURSE | Hﬂ test o
| News
Eligibility 101
VA 4304997 Options and S...
I Part of Mission Act
RSO 00 pavs OVERDUE | OPTIONAL START COURSE | 1

2. There will be a list of reports from which you can choose. Select the Expand icon for
Curriculum Status. Choose the version of the report you would like to run.
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Reports 2]

Select a Report from the list below to run a report for yourself or your subordinates.

Report Name

> Accreditation Reports

~  Curriculum Status
User Curriculum Status (CSV)
User Curriculum Status Group By All Details e
User Curriculum Status Group By Curriculum Details
User Curriculum Status Group By Item Details

User Curriculum Status Group By User Requirement Details

> ltem Requests
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(Optional) Modify the Report Title.

(Optional) Enter a Report Header.

(Optional) Enter a Report Footer.

Select a Report Destination from the drop-down list.
Select a Report Format from the drop-down list.

© N o o bk w

(Optional) Select your choice for the Mask User ID and Page Break Between
Records options.

9. (Optional) Select your choice for Status and whether-or-not to Include
Subcurricula.

10. Select Run Report.
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Reports 2]

Run User Curriculum Status Group By Curriculum Details

e Report Title: | User Curriculum $1

Report Header: o
e Report Footer:
I Report Destination: |Browser rcl

OI Report Format: .HTMLil

Mask User IDs

Page Break Between Records

Status: ® Completed C Not Completed O Both @
e Include Subcurricula
Reset § Run Report
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