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Job Aid: Use of Bar Code Scanner to Record Attendance

Purpose

The purpose of this job aid is to guide VA TMS Administrators through the attendance recording
process in the VA TMS using a bar code scanner. The ability to scan attendance at learning events
prevents:

e Long sign-in lines.
e Time-consuming manual transfers of attendance data.
e Errors due to poor penmanship on hand-written class rosters.

This job aid is organized as follows:

Task A: Run Reports (User)

Task B: Run Reports (Admin)

Task C: Export Scheduled Offering Data from the VA TMS

Task D: Import Scheduled Offering Data into the Bar Code Scanning Utility (.xlt file)
Task E: Scan Attendance

Task F: Export Attendance Data from the Bar Code Scanning Utility

Task G: Import Attendance Data into the VA TMS

Appendix: Description of Bar Code Scanner Reports

In order to record attendance with a bar code scanner, QR code labels must be printed prior to the
learning event. Follow the steps in Task A: Run Reports (User) if you would like your learners to
print their own QR code labels to bring to a learning event. Follow Task B: Run Reports (Admin) if
you would like to print the QR code labels yourself and then distribute them to your learners.

Note: Bar code scanners available in your facility should be compatible with this program.
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Task A. Run Reports (User)

Have learners follow these steps if you would like them to print their own QR code labels prior to
arriving at a learning event.

1. Navigate to the Reports area.

Home My Employees Admin |

VA0400 LMSUSER

EDL H# |ON AND TRAINING SERIES (GENERAL) You have ovardue curriculum requirements
| LS TRENNG You have curriculum requirermants (o address
| Search Learning Plan Shows: | Evedyihing = |I[=] I HY |

Overdue
138 days overdus S MHH Sale Working Enviroamant - New Employes
Mot avallable

124 days overdug W EM_CA Writing for Supervisors 625

Hust be registered elp Desk
17 days overdue W8 Leadership One: Behavior and Styles Inzide TheS USA Jobs
Available MyCarearggva A Home Page
MNews VA Learning University
B |eadership Two: Case Stedy i B PR
ol Record Learming VAKM Catendar

2. Select the User report you want to run.
Note: For this job aid, we have selected the QR Code PIV Card Template (User) report.

E3 Learning History

£3 Leamning Hours

(3 Learning Needs

£3 Leaming Flan
Multi-Rater Peer Vs User

My Alignment
Performance Review Comparison
Performance Review Exceptions
Performance Review History Trend
[3 Performance Review Question Response
Performance Review Status
Performance Review Team History
Plan
| QR Code PIV Card Template (User) |
[ Succession Planning
£3 Tuition
User Confirmation Statement

E3 User Information
User Registration Status

VA_FORM_3482_USER
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3. Indicate the User, Report Destination, and Report Format.
Note: These criteria may differ depending on the report you select.

4. Select Run Report.

Reports i Help

+  Back o Browse Reports

Run QR Code PIV Card Template (User)

User: @ sei Dirgct Subordinates Al Subordinales Al
H Report Destination; —— = |

Report Format: FOF| v ]

Fun Report Feset

5. Print the report once it displays (sample report shown below).

Talent
Managemeant
FY system

VA0400 LMSUSER

.':'- hH
O [t

6. Users can then laminate this card, attach it to their badge holders, and take it to the
associated learning event where they will present it to the attendance taker for scanning.
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Task B. Run Reports (Admin)

Follow these steps if you want to print the QR code labels and distribute to learners prior to the
learning event.

1. Navigate to the Reports area.

Waelcome LMSADMIN, VA 0400
vnl- Talent B Chick Sy sl
'Y Management
W LS VST y System

D T Seanch: | Ener Keworas or Comma | Gak |

Category (Admin only} Apcount Daa Logacy B3 advance
= m Wi, n The Account Dals repe relursd; foe S8Ch sler, BCsoent- AdvBAcE FEpor pronide NOMTEsen absul Al CouMes Tat are
L. T I - reigbed nformaton. sech es uaet O Gortact nfonmed . mon reisled 2 Tha Advancs miisiive

3. Search for the VA TMS Bar Code Scanner Reports by typing Bar Code in the Search field and
selecting the Submit button. Note: You only need to enter this search criterion once; the
system remembers the criteria and displays the VA TMS Bar Code Scanner Reports link when
you return to this page.

Search

3

Browse By

Category (Admin only)
D User Management

[] Performance

] Learning
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4. Select the VA TMS Bar Code Scanner Reports link.

v 1 s ] o -
Reports
C] Search o Kaywords o Command Ga b
Anage meei Au
Uasr Learming Pign Asar Learning Fian Audit Bepodt i 54
T Lsaming Pian regor] returns e laring plas of Geen, Tha Wear Leaming Pan Auck rapot rtams 8 hatary 34 the
Leamirg plars are users’ persossl Socket of ear_ marg changes made ko the user's eamieg plan informat. mose
AL VAbE Plar Code Scanned Feports
W TWS Bar Code Scarner Seperis ane wsed wilh Tre Vi TRS
Bar Code Soanner Apgbostion

5. Select the report you want to run.
Note: For this job aid, we have selected the Avery 22805 Individual QR Code Label report,
which Admins can use to print QR Code labels and distribute to Users to attach to their badge
holders. Refer to the appendix for a description of all bar code scanner reports.

My Employeas Adimin
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6. Select the User filter icon.

My Employees

W ‘ Search: I Enter Keywords or Command

Run Avery 22805 Individual QR Code Label

Report Destination: IBrnwser .
Report Format: IPDF.

User: IExact ]T n

7. Enter the search criteria of Users to include in the report.

8. Select Search.

Users Filter For Avery 22805 Individual QR Code Label [x]

Avery 22805 Individual QR Code Label 8@ A

¥ Filter: 0 Users

Users Filter For Avery 22805 Individual QR Code Label

Create the fiter using the search below. The search is case senstive by defaull. You can choose case insensitive search which applies
to criteria typed in. Be aware of case insensitive search could take long time,

Search Users

H Submit Critena Reset
Case sensitive search: () Yes ® No
UserD: [starts with [~]
Last Name: |gang With ﬂ | |

First Name: [starts witn [~]
Widdle Initial: [starts witn 1]

Role ID: Stans With w
W
| User Status: (@) active () Mot active () Roth
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9. Select User(s).
Note: For this job aid, we have selected BARCODEUSER.A0001 and
BARCODEUSER.E0001.

10.Select Add to Filter.

Users Filter For Avery 22805 Individual QR Code Label [x]

As you select records to include in your filler, they will appear in the Filler List. Select Submit Filter when ready to submit the filter and
refurn to your base search criteria

=< Search Again

Sedect All | Deselect All

Rucords per Paga| 10 | | (3 total records)

User ID User Name Domain ID Job Location Organization ID Emp Type Select
BARCODEUSER.ADDD BARCODEUSER, TEST 82 TEST.044 1 m
ADDO1
BARCODEUSER BOOD BARCODEUSER, TEST 82 TEST.044 1 O
B0001
BARCODEUSER. CO001 BARCODEUSER, TEST 82 TEST.044 O
C0001
BARCODEUSER. DOODO1 BARCODEUSER, TEST 82 TEST.044 1 0
Dooo1
BARCODEUSER.E0001 BARCODEUSER, TEST 82 TEST.044 1 lﬂ
E0001
BARCODEUSER.FOODM BARCODEUSER, TEST 82 TEST.044 1 O
FOO01
BARCODEUSER.GOOD1 BARCODEUSER, TEST 82 TEST.044 1 O
G0001
BARCODEUSER. K001 BARCODEUSER, TEST 82 TEST.044 1 v
O
HO001
11.Select Submit Filter.
Users Filter For Avery 22805 Individual QR!ode Label [x]
Avery 22805 Individual QR Code Label @ A
» Filter: 2 Users Submit Filter
Select Users from list 1
A3 you select records 1o include in your filter, they will appear in the Filter List. Select Submit Filter when ready 1o submit the filter and
retum 1o your base search criteria
<< Search Again
Add to Filter Reset
Recards per Page | 10| (5 total recoras) Salect Al f Deselect Al
User ID User Name Domain ID  Job Location Organization ID Emp Type Select
BARCODEUSER.ADDO1 BARCODEUSER, TEST 82 TEST.044 1 ]
ADDD1 _'
BARCODEUSER.B0D01 BARCODEUSER, TEST 82 TEST.044 1 1
BOD01 -
BARCODEUSER.C0001 BARCODEUSER, TEST a2 TEST.044 1 M
Co001 -
BARCODEUSER.DOOO1 BARCODEUSER, TEST 82 TEST.044 1 M
Do0o01 o v
BARCODEUSER.E0D01 E{xﬁC.ODEUSER. TEST 82 TEST.044 1 ]
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12.Select Schedule Job.

Report Destination: IBrm-;ser |~
Report Format: IF‘DF |~
User:

12 Selected] ¥ 7

12

Schedule Job Save Report Reset

13.Select the Run this job immediately, if allowable.

Schedule Background Job

You have opted to schedule this report to run in the background. Please complete the following information if you want
thiz action to run at a specific date and time. If you choose to be notified by email upon completion, please select

"Motify via email upon completion” checkbox and specify an email address. If you wish, the repor file can be emailed to
you when it has been generated, or you can download the report file once the repor is complete from the Background

Report Jobs module or, if the report has been scheduled as a recumring job, you can download the report from the
Recurring Report Jobs module.

® Run this job immediately, if allowable.

=
4t ]

() Schedule this job to be executed on: View Available Time Slots

14.Select Finish.

[_| Notify via email upon completion

Email: |

14
Email the Report ]

Reset Finish
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15.Select Finished.

AL T LY L I\EPVII
Description: Avery 22805 Individual QR Code Label
Scheduled Start Date: 121172013 06:09 PM America/New York
Status: Scheduled

You can edit the schedule details and status of this background report job in the Background Jobs module until it has
completed successfully, after which it will appear in your Report Jobs list
Finished

16. Select the Report Jobs tab.

Saved Reporis

8 Report Jobs
Date Scheduled

{none) (none)
Catego 12M17/2013 01:59 PM QR Code Sign In Sheet
egory AmericaMNew York
[ user Management 1201772013 02:09 PM QF Code Sign In Sheet
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17.Select the Download link for the Avery 22805 Individual QR Code Label report.

18. Select Open.

T porm——
haming 12T 0609 PM Auery 22605 Indnidual DR Code Label Avery 227805 Indheidual ew ot Download Emad Delele
r cDﬂlE—i Americabew ok OR Code Label
: AZUTZING 1013 AM Awery 22605 Large Individual OF Code Label  Avery 27805 Large Wiw Job Downlosd Emall Delsle
Amencatiew Yok Ingradual QA Code Labsl
Syslem ddeman
VTN 1018 Ak iypery 22685 Indrvadual Gt Code Label Avery 2605 ndividwal  Wiew Job Downlosd Freadl [giele
Miscefaneoes Amencahiew Vork Gf Code Label
) AZITIZNG 1026 AM Husery 22505 Indiidual O Code Label Avery 22805 ndiidsal W Job Download Emadl Delele
Aud Amenicatiew Yok OF Code Label
! ZATE0N 1238 PU Avery 22805 Indeidual O Cade Labsl Aewry TI005 Indhidsal e J .n Erad Dlele
| Custom Americatiey ok OF Cods Labsl
| Job Tvoe 17
ENGE Prvacy Slaflemend | Secunty Satemend  dccessibuity | Crsclarmer Contac] Us
18
Do you want 1o open of sive reportpdf from wae train 2 plateaw com? Open e | v Cancel -

19. Print the report after it displays (sample report shown below).
Note: If “No VA Person Id” displays on the report, that means the User’s account has no
value in the VA Person ID field and the QR Code will not scan.

A0001 E0001
BARCODEUSER BARCODEUSER

20.Complete steps 1-19 for any additional QR Code reports you want to run.
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21.Navigate to the Reports area again.

VALU

WL L, BT

My Employeas

Talent
Management
wYy  System

Welcome LMSADMIN, VA 0400
B Chec | Sign Oul

My Employees

Search

- Data Legac

Category (Admin only) Accopunt Doia Logacy

o nar Mpasasment The Acceunt Dais repem relurra, for each wler, accoent-
L reigted nfoimation. wech an uaet O condact nfarmee arg

B, [ —

| Gok |

B3 advanse

Advaris reperts provide nlanmasen aboul al courses Mad ang
relaled 12 B Advance elabve

23.Select the VA TMS Bar Code Scanner Reports link. Remember, you can search for the VA
TMS Bar Code Scanner Reports by typing Bar Code in the Search field and selecting the

Submit button.

My Emplayeas Adinin

=1 - il &
D ¥ Search

Enter Kaywords or Command

3 wser | sarning Plan

Thas Leaming reger] returra e leerning plen o users
Leaming plars are users’ persosal dociet of lear pogrg

i i Frae Cocee Scannss REQoMs
Wi TIRS Bar Code Scanner Reports ane wsed wilh Be VA TUS
Bar Code Scasner &pslcebon

=

User | earming Plen dudi Report iC 5)
The Uner Leaming Plan Sudt report relems 8 hist r'F‘"hl
changes made D the user's eamrg pan nformat i~
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24.Select the QR Code Sign In Sheet report.

Home | My Employees |

NI, O g Y

O vy | Search: | Enter Keywords or Command

Custom
& VA TMS Bar Code Scanner Reports

Badge
24 QR Code Sign In Sheet

2x3 OR Code Conference Badge e
Avery 8869 QR Code Business Cards &
VA TMS Bar Code Schedule Offering Data CSV
Admin QR Code PIV Template el
Avery 22806 Large Individual QR Code Label i
Avery 22805 Individual QR Code Label |

25.Select the Scheduled Offering filter icon.

{
j
e

ol Y P

T4 | Search: [ Enter Keywords or Comimarnd

Report Footer:

Report Destination: Browser
Report Format: |p|:.|= .

e Orferng: ]

Mask User IDs
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26.The Scheduled Offering search page displays.
27.Enter search criteria for your scheduled offering.
28.Delete any dates in the Start Date After field if the Scheduled Offering is in the past.

29.Select Search.

Scheduled Offerings Filter For QR Code Slg-rl In Sheet [x]

STuI SLlTuMIEY STy
N
Submit Criteria Reset

Case sensitive search:

) Yes @ Ng
Search All Locales: ) ves ® Mo
Offering Type: ) tem offering type () Block offering type (% Both
Scheduled Offering ID: [Starts With REE] *®
Item/Schedule Block ID: [S[aﬂs With k" n

_

Title: Starts With B
Description: | Starts Wit v | |
Start Date After: .:ml
(MMIDDIYYYY)
Start Date Before: g ’7
(MMDDAYYYY)
Status: @ active O Not active () Both
Domains: [Starts with > | T
Add/Remove Criteria © Search Submit Criteria Resat

ADVWRNCE
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30. Select the Scheduling Offering 1D(s).

Note: For this job aid, we have selected 2620306 and 2620307.

31.Select Add to Filter.

- -
Scheduled Offerings Filter For QR Code Sign In Sheet [x]
QR Code Sign In Sheet @
b Filter: 0 Scheduled Offe...
Select Scheduled Offerings from list
As you select records to inchude in your filter, they will appear in the Filter List. Select Submit Filter when ready to submil the filter and
return 1o your base search criteria
== Search Again
-
31 Resat
mePagllw ™| Page:1 2 3 «Previous Mexts (27 total reconds) da.ﬂ
f Daselect All
Scheduled Offering ID  Title ltem/Scheduls Block Select
2620306 Bar Code Scanning Test ltem WA 3866416 (Rev 1 - 11/21/2013 09:54 AM |
America/New York)
2620307 Bar Code Scanning Test ltem WA 3866416 (Rev 1 - 11/21/2013 09:54 AM |
AmericaMew Y ork) -
2620318 VA-PowerPoint Training A 3866412 (Rev 1 - 11/12/2013 10:24 AM m
AmericaMew York) :
2620320 VA-PowerPoint Training WA 3866412 (Rev 1- 111272013 10:24 AM O v
America/New York)
32.Select Submit Filter.
n - = -
Scheduled Offerings Filter For QR Code Sign In Sheet (%]
QR Code Sign In Sheet A
« Filter: 2 Scheduled Offe... Submit Filter
Select Scheduled Offerings from list Bar Code Scanning Test Item(2620306) =
Bar Code Scanning Test Item(2620307) Q
As you select records to include in your filler, they will appear in the Filter List. 5|
return to your base search criteria
== Search Again
Add to Filter Reset
Records per Page | 10 [ | Page: 1 2 3 Previous Nexts (27 totsl records) Page |1 M&E
Select All f Desalect AN
Scheduled Offering ID Title Hem/Schedule Block Select
2620306 Bar Code Scanning Test ltem VA 3866416 (Rev 1 - 11/21/2013 09:54 AM ™
America/New York)
2620307 Bar Code Scanning Test ltem VA 3866416 (Rev 1 - 11/21/2013 09:54 AM =]
America/New York)
2620318 VA-PowerPoint Training VA 3866412 (Rev 1 - 11192013 10:24 AM 0
AmericaNew York) :
2620320 VA-PowerPoint Training VA 3866412 (Rev 1 - 11/119/2013 10:24 AM 0 v
AmericaiMew York) !
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33.Select Schedule Job.

Registration Status: Enrolled

[«] waillisted
D Cancelled

] Pending

L
[AX]

Schedule Job Save Report Reset

34.Select Run this job immediately, if allowable.

Schedule Background Job

%ou have opted to schedule this report to run in the background. Please complete the following information if you want
thiz action to run at a specific date and time. If you choosze fo be notified by email upon completion, please select
"Motify via email upon completion” checkbox and specify an email address. If you wish, the report file can be emailed fo
you when it has been generated, or you can download the report file once the report is complete from the Background

Report Jobs module or, if the report has been scheduled as a recurring job, you can download the report from the
Recurring Report Jobs module.

_ 34
(® Run this job immediately, if allowable.

) Schedule this job to be executed on: View Available Time Slots

35.Select Finish.

[| Notify via email upon completion

Email: | |

35
Email the Report |

Reset Finish
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36.Select Finished.

WA IS, Thw Wit
Description: Avery 22805 Individual QR Code Label
Scheduled Start Date: 12/17/2013 06:09 PM America/MNew York
Status: Scheduled

You can edit the schedule details and stalus of this background report job in the Background Jobs module until it has
completed successfully, after which it will appear in your Report Jobs list

37.Select the Report Jobs tab.

Saved Reporis

& Report Jobs
Date Scheduled

(none)

Catego 12172013 01:59 PM QR Code Sign In Sheet
egory AmericaMew York

[] user Management 12/17/2013 02:09 PM QR Code Sian In Shest

38.Select the Download link for the QR Code Sign In Sheet Report.

39. Select Open.
B Repaat Joba
Date Schadhiled 3 Dhemcriptsan
Category TANTE13 0159 PM QR Code Sign In Shasl QR Code Sign i Sheal
AamericaM ok
L User Managerment 12FTR013 02 09 PM QR Code Sign In Shael QR Code Sign im Sheel  Vigw Job Doweload [ES0N LIRT
pith AmericaMew fork
LI Pesformance H2AT/2013 0519 P QR Cade Sign In Shael O Coe Sign o Sheal  View Joby Dowsload Eradl Dalels
- Amesicaiew Tork
Leaming AIFTTIA Y Y DL L SR R g B PARAE, bnctartiul Vs iy Pirsminad  Frusd  Peduia

‘NCE Pitvacy Stalerman| | Secudly Stalament | Accessbiily | Disclamar | Conllsc Us
Tl N FERRUACT

L
o

Qpen Seve T Cencel

‘| Do you want to open or tave reportpdl from va-traind plateas.com?

ADVWRNCE @ o
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40. Print the report once it displays (sample report shown below).

Be: . s .
m , QR Code Sign In Sheet 40
System
Schedule
Srheduled Offering [D 1820308
Title Bar Code Scapmes Tes hem
Tiem VA 3366316 (Eav 11212003 005 AN AmssrienToow Yook
Facility IDx: Wi Test (Test Faciliny)
Phons Number:
Carrent Registration Stafed: 4 amralled, O waitlbmed
Alazimnm Regniration:
Sepmaent Start DateTime End DateTime Instructor Location
1 Moming Session Mov 4. 2013 800 AM  Mov4 M131200PM  Insruceer. Temt Test Locanea
1A Fiarnoon Setiion Mov 4, 2013 100 PM Mo 4, 2013 500 FM Insiructor, Test Test Location
Fatarnt -5
@ e i QR Code Sign In Sheet
LY
Tier Maiss Praferred Acoedssnas SigEarEry
I BARCODELRES. ASGHL
Tt Mo, Forut Mo Lot Flame
1 BARIODELTFHE. BA0O]
Laees Poaeme Fimat Bz Lorer Blame
3 EARCCDEITSER, 00000
Lo bz Forer Mo Lo Kerw
%
= -
4 BARCODELSER. Do)
Lorm Tervst FErer mess Lz Passi

ADVWRNCE
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Task C. Export Scheduled Offering Data from the VA TMS

1. Navigate to the Reports area.

Welcome LMSADMIN, VA 0400

A A Talent 3
' Management

W LS AT . System

Cabegory (Admin only} Agcount Data Logagy B advance
[ Usesr Mssa i Tt ALzent Dalh repei Felures; Tof each sher, Aceoen- Asfvaice FEDOFS PrEvide iNAaTANen absul ol Courses At are
3 Lo reigted nformabian. wech oy uner D condact informaf . morg relaied iz By Advance vilaive

o

3. Search for the VA TMS Bar Code Scanner Reports by typing Bar Code in the Search field and
selecting the Submit button. Note: You only need to enter these search criteria once; the
system remembers the criteria and displays the VA TMS Bar Code Scanner Reports link when
you return to this page.

Search

3

Browse By
Category (Admin only)
|:| User Management

|:| Performance

|:| Learning

//_h LS. Departmen
ADVWANCE @ o

TRANSFORMING POTENTIAL INTO PERFORMANCE



Talent

Management A
System » 4

VA LEARNING UNIVERSITY

[ & -
Reports
D v Search Eritor Keywords or Command 3 :_’.’_’
Jger Wanagemea i
User Learning Plan. User Leasning Plan Audt Repodl (L 5Y)
Tha Leaming Pan regor] rehurms s arming piea of Wseny. Tha e Legming Pian Gust rapsrt refems § histary of the
Leaming plans. are #sery’ personal Socket of lear_ mons chmages made o the usars eaming plan informat. o

Al ThES Par Code Scanned Reports
Wi IS B Code Scarner Seperts are e wilh Be VA TS
Bar Codie Scasner 4pobcation

5. Select the VA TMS Bar Code Scheduled Offering Data CSV report.

‘ My Employees

= wll 3 s

O f ‘ Search: | Enter Keywords or Command ]

Custom
& VA TMS Bar Code Scanner Reports

2x2 OR Code Conference Badge
QR Code Sign In Sheet
2x3 QR Code Conference Badge &
Avery 3869 QR Code Business Cards &
|VATMS Bar Code Schedule Offering Data CSV ]
Admin OR Code FIV Templale
Avery 22806 Large Individual QR Code L abeal »
Avery 22805 Individual GR Code Label &

ADWNCE @ U e
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i Search; | Enfer Keywords or Command | [ Go b }

Report Destination: Local Fie |+
Report Format: oL

Scheduled Offering: B [
(1000,001) e - | Y H
Status: ® actve O Mot Active ) Both

7. Delete any date in the Start Date After field if the Scheduled Offering is in the past.

Case sensitive search: (]

Search All Locales: O ves ® No

Ofering Type: () tem offering type () Schedule Block offering type (®) Both
Scheduled Offering 10: [ starts witn ] | J

Item/Schedule Block 1D: | starts with [w] |
Title: [sarswin  [v] | ]
Description: [statswan — [~]| ]

Start Date After:

(MWD YY) e
start Date Before: m .—I
(MM/DDIYYYY) _

—
AD“ N ‘ E I/ LS. Department
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8. Enter search criteria.

9. Select Search.

Search Scheduled Offerings

Case sensitive search:
Search All Locales:

Offering Type:

) ves ® no

n Submit Criteria Reset

O mem otfering type () Schedule Block offering type @) Botn

Scheduled Offering ID: Staris With ~ |

Item/Schedule Block ID: | starts with |

Title: [stamswan — [v] o
o

Description: Staris With ¥l

it | —

(MMDDAYYYY) =

Start Date Before: lmnj

(MMDDAYYYY) =

Status: ® active () Mot Active () Both

10. Select the Scheduling Offering ID(s).
Note: For this job aid, we have selected 2620306 and 2620307.

11.Select Add to Filter.

<< Search Again
Reset
nmmwlﬂml_jm ] (8 totst records) Select All | Deselect All

User ID User Name Domain I Job Location Organization ID Emp Type  Select

BARCODEUSER.ADOO1 BARCODEUSER, TEST a2 TEST.044 1 v
ADDOT i

BARCODEUSER BOOO1 BARCODEUSER, TEST a2 TEST.044 1 |
BOOO01

BARCODEUSER.CO001 BARCODEUSER, TEST a2 TEST.044 n
Cooo1

BARCODEUSER.DOOO1 BARCODEUSER, TEST a2 TEST.044 1 |
Do001

BARCODEUSER.EDDOD1 BARCODEUSER, TEST 82 TEST.044 1 =
E0DO1

BARCODEUSER.FOOD1 BARCODEUSER, TEST 82 TEST.D44 1 O
FOO01

BARCODEUSER.GODD1 BARCODEUSER, TEST 82 TEST.044 1 O
G000

BARCODEUSER HO001 BARCODEUSER, TEST a2 TEST.044 1 |
HOQ01
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12.Select Submit Filter.

<< Search Again

Select Scheduled Offerings from list

Records par Page | 1° Y Page: 1 2 3 & 5 oFravious Hexts (124 total records)

12
b Filter: 2 Schedu... Submit Filter

Add to Filter

As you select records to include in your fiker, they will appear in the Fiter List. Select Submit Filter when ready to submi the fiker and
return to your base search criera

Reset

Page dIZ.E

Select All / Desslect All

Scheduled Offering 1D Title temiSchedule Block Salect

2614497 EMA Two Day Admin Training Class WA 3868724 (Rev 1-9/17/2013 01:04 PW O
AmericaMew York)

2614495 EWA Two Day Admin Training Class WA 3868724 (Rev 1-9/17/2013 01:04 PN O
AmericaM™ew York)

2614498 EMA Twio Day Admin Training Class VA 3868724 (Rev1-9M17/2013 01:04 PI O
AmericaMew York)

2613517 EM& Two Diay Admin Training Class WA 3868724 (Rev1- 8172013 01:04 PIA (|
America™ew York)

PR14496 FMA Twn Nav Admin Trainina Class VA IRBAT24 (Rev 1 - QM 72013 01-N4 PM 1

13.Select Schedule Job.
' —
Report Format: | sV w

(1000,001)
Status:

Scheduled Offering:

[2 Selected] T =

®) pctive () Mot Active () Both

-
w

Schedule Job Save Report

Reset
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14.Select Run this job immediately, if allowable.

Schedule Background Job

Yiou have opted to schedule this report to run in the background. Please complete the following information if you want
thiz action to run at a specific date and time. If you choose to be notified by email upon completion, please select
"Motify via email upon completion” checkbox and specify an email address. If youw wish, the repor file can be emailed to
you when it has been generated, or you can download the report file once the repor is complete from the Background

Report Jobs module or, if the report has been scheduled as a recumring job, you can download the report from the
Recurring Report Jobs module.

_ 14
(@ Run this job immediately, if allowable. -

() Schedule this job to be executed on: View Available Time Slots

15. Select Finish.

[| Notify via email upon completion

Email: | |
Email the Report |

Reset Finish

16. Select Finished.

Job Title: Report
Description: VA TMS Bar Code Schedule Offering Data C3V
Scheduled Start Date: 1/8/2014 09:57 AM AmericaM™ew York

Status: Succeeded

Thiz report job has completed. You can view the results and access the generated report through the Report Jobs list

16 Finished

LS. Department
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17.Select the Report Jobs tab.

Saved Reports

& Report Jobs
Date Scheduled

(none) (none)
Catego 12772013 01:39 PM QR Code Sign In Sheet
egory AmericaMew York
D User Management 121772013 02:09 PM QR Code Sign In Sheet

18. Select the Download link for the VA TMS Bar Code Schedule Offering Data CSV report.

1T |

Saved Reports Reporis Report Jobs

3 Report Jobs

Date Scheduled s —

12/18/2013 06:35 PM VA TMS Bar Code Schedule Offering Data V& TMS Bar Code
AmericaMew York C5v Schedule Offering

csv

Download | Email Delete

19.Save the VA TMS Bar Code Scheduled Offering Data CSV report and note its location.

i
Himport Job
Search
C—
Browse By =
| Calegony V2RI 0635 Pl WA TS Bur Code Schedule Cftenng Data WA TS B Code Viw Job Downbopd Emal Deiete
daresric e ok (=1 Schaduie Ofenng Dala
Ui Wanagerent
)“ ND E Prwpcy Shalement  Seourdy Thxlemenl | Acragsshdiy | (Dasclpmesr Cordact Us lq
Save
- Save s
| Do s it to opsen oF Save repartce {rom va-traind_plates com ! Cpen | Save | |* Saree and cpen |
T ——
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Task D. Import Scheduled Offering Data into the Bar Code Scanning Utility (.xIt file)

1. Place the TMSBarCodeScanner.xlt file in the same folder where you saved the VA TMS Bar
Code Scheduled Offering Data CSV report. Open the TMSBarCodeScanner .xlt file (an
example TMSBarCodeScanner.xlt file is shown below).

Talent
Management
System
1 2 3 4 5
Add Events SelectSchedule Start Scanning ExportFile New Event
Contact Email Address Phone
Scheduled Offering ID Title
Item Type Description
Item Start Time Learning Hours
Revision Date End Time Credit Hours
Completion Status Time Zone Total Hours
Last Person Added
VA Person ID Last Name First Name Email Address Scheduled Offering
0

2. Select the Add Events button.

Talent
Management
¥y System
3 4 5
. m selectschedule Start Scanning Export File MNew Event

Contact Email Address Phone
scheduled Offering 1D Title:
Item Type Description
Item start Time Learning Hours
Revision Date End Time Credit Howrs
Completion Status Time Zone Total Hours
Last Person Added
VA Person I Last Mame First Mame Email Address Scheduled OHering

ADVANCE @ o
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3. Navigate to and open the VA TMS Bar Code Scheduled Offering Data CSV report.

Organize « MNew folder =~ A 8

Microsoft Excel — MName B Date modified Type
&) report 12,19 13.csv 12/19/20136:42PM  Microsof
W Favorites
Bl Deskiop

& Downloads
%l Recent Places
& SkyDrive

4 Libraries
[ Documents
JT Music
=] Pictures
B videos

-« i | ’

File name: | CSV Files (*.csv) -

Tools [ Open Iv] [ Cancel |

Once you complete this step, you will get the following message saying that the data was imported
successfully.

Talent
Management
System

| 1

I Add Events

Comntact Email Add 0 Schedule Offenng event data was imported successfully
4
Scheduled Offering 1D tle
Item Type Descriptiofr ’
Item Start Time Learning Hours
Revision Date End Time Credit Hours
Completion Status - COMPLETE Time Zone Total Hours

ADVWRNCE
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<l

Task E. Scan Attendance

1. Select the Select Schedule button on the TMSBarCodeScanner.xlt file.

Talent
Management
F7 System

1 2 3 4 5
Add Events SelectSchedule | Start Scanning Expart File New Event
Contact Email Address Phone
Scheduled Offering 1D Title
Item Type Description
Item Start Time Learning Hours
Revision Date End Time Credit Hours
Completion Status Time Zone Total Hours

Last Person Added
VA Person 1D Last Mame First Mame Ernail Address Scheduled OHering

2. Select the first Scheduled Offering ID.

3. Select OK.
A B [= i} E F G
Scheduled Offering 1D Domain 1D Item Type Item ID  Item Revision Date SCHD_TITLE SCHD_DESC
ZGJGBW!TEST VA 3866416 11212013 9:54 Bar Code Scanning Test Item  Bar Code Scanning Test Offering &
2620307 TEST VA 3866416 11/21/2013 9:54 Bar Code Scanning Test Itern  Bar Code Scanning Test Offering &

Get Range

Select a range
5452

Note: Data fields in the .xlt file are populated with Scheduled Offering data

ADWNCE @ U e
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4. Select the Start Scanning button on the TMSBarCodeScanner.xlt file.

Talent
Management
System
[ 1 2 3 4 5
Agd Events Select Schedule | Start Scanning Export File New Event
Contact Email .lmdre Phone
Scheduled Offering 1D 2620306 Title Bar Code Scanning Test item
Mem Type VA Deseription Bar Code Scanning Test Offering W1
Item 1866416 Start Time 11/04/2013 08:00:00 AM  Learning Hours .00
Revision Date 11/21/2013 9:54 End Time 1104, 2013 05:00:00 PM  Credit Hours 0.00
Completion Status VA - COMPLETE Timie Zome Tatal Howss 8.00
Last Person Added
Vi Person 1D Last Name First Name Email Address Scheduled Offering
2620306

5. Scan the first QR code from the first scheduled offering report.
Note: As each QR code is scanned, the data is added to the Scheduling Offering Attendees
section of the TMSBarCodeScanner.xlt file.

1 2 3 4 5
Add Events Select Schedule Start Scanning Expaort File MNew Event
Contact Email Address Phone
Scheduled Offering ID 2620306 Title Bar Code Scanning Test ltem
Item Type VA Description Bar Code Scanning Test Offering 81
tem 3866416 Start Time 11,/04/2013 08:00:00 AM Learning Hours 8.00
Revision Date 112172013 9:54 End Time 11/04/2013 05:00:00 PM Credit Hours 0.00
Completion Status Wik - COMPLETE Time Zone Total Hours 8.00
Last Person Added
VA Person ID Last Name First Name Email Address Scheduled Offering
2620306
5 .
Scheduled Offering Attendess:
I'I.l'n\'h Person ID Last Name First Name Email Address Scheduled Offering L
BARCODEUSER.ADOOL BRARCODEUSER A abarcodeuser®yva go 2620306

ADVWRNCE
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6. Scan the second QR code from the first scheduled offering report.
Note: As each QR code is scanned, the data is added to the Scheduling Offering Attendees
section of the TMSBarCodeScanner.xlt file.

1 2 3 4 5
Add Events Sebect Schedule Start Scanning ] Expart File Mew Event
Contact Emall Address Phone
Scheduled Offenng ID Title
Item Type Description
Item Start Time 1 Learning Mours
Rewision Date End Tirme Credit Hours
Completion Status Time Zone Total Hours
Last Person Added
VA Person ID Last Name First Name Email Address Scheduled Offering
o
Scheduled Offering Attendees:
[va Person 1D Last Name First Name Email Address Scheduled Offering |
BARCODEUSER_ADDD1 BARCODEUSER -} a.barcodeuser@va.g 2620506
BARCODEUSER.BOOD]1 BARCODEUSER B p.bargpdeyser@va g 2620306

7. Continue scanning until all QR codes from the first scheduled offering report are added to the
TMSBarCodeScanner.xlt file.

8. Complete steps 1-8 for additional Scheduled Offering IDs.
Note: You don’t need to export data after each scheduled offering. You can scan data from all
of your scheduled offerings and export at one time.
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Task F. Export Attendance Data from the Bar Code Scanning Utility

1. Select the Export File button on the TMSBarCodeScanner.xlt file.

1 2 3 L 5
Add Events Select Schedule Start Scanning | Export File Mew Event
Contact Email Address &
Scheduled Offering ID Title ﬂ
Item Type Description
Item Start Time 1 Learning Howrs
Revision Date End Time Credit Hours.
Completion Status Time Zone Total Hours
Last Person Added
VA Person D Last Hame First Hame Email Address Scheduled Offering
o
Scheduled Offering Attendees:
VA Person ID Last Name First Hame Email Address Scheduled Offering
BARCODEUSER.ADDD1 BARCODEUSER B a.bancodeuser@va g 2620306
BARCODEUSER.BOO01 BARCODEUSER B pharcodeyserdva g 2620306

2. Navigate to the folder where you saved the VA TMS Bar Code Scheduled Offering Data

CSV report.

3. Select the Save button.

E This example copies the AchveSheet to a new workbook

@ | <« Bar CodeScannerJob » VA Reports - | Search VA F?=p9r‘s

Organize = Mew folder 4= - @

“*  Name Date modified Type
W Favorites F
ﬁ TMSBarCodeScannerl xlsx 11/8/2013 435 PM Microsoft]
Bl Desktop - .
ﬁ TMSBarCodeScanner2.xlsx 11/8/2013 4:37 PM Microsof
& Downloads - .
. ﬁ VATMSHistoryImportTemplate.xlsx 11/8/20132 4:43 PM Microsoft]
= Recent Places
‘& SkyDrive
- Libraries
@ Documents
J? Music
[ Pictures =[] il k
ZILET RV ATMSHistorylmport Template.sdsx| -
Save as type: ’ Excel Macro Free Workbook (*.xlsx) v]
Authors: Barbara Ruffino Tais: Add atag
4 Hide Folders Tools - [ Save J ’ Cancel ]
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Task G. Import Attendance Data into the VA TMS

1. Log in to the VA TMS with your Admin account.

UNITED STATES

Home

VALU

VA LEARRING UNMAERCUTY

Veteran Services

Business About VA

Mealia Hoom

v System

DEPARTMENT OF VETERANS AFFAIRS

Locations Contact Us

Talent

SIGN IN

ik Lnaming University Home | inside TS | Locabs Your Local Administraion | Help Desk | Forgot Passwond | % Check Sywiem

Take » tour of the TMS|

Home

Search:

& Custom Columns

My Employees

Click the video Balow o take o guick bour of the VA TS|

System Admin

Enter Keywords or Command

- Action:

Direct Link

Import Data

Legacy SCORM knport
Background Jobs

= Teols '

* Record Type:

I * Import File:

* Time Zone I1D:

Import Option:

&) |mpor Data Download Template

— Please Select One —
User
Instruchor
Learning Hstory
References
e e e reeircamiew vork) ]

Browse...

ADVWRNCE
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3. Select Learning History — VA from the Record Type drop-down list.

(T e S

) Fcﬂullh
o

-

[# Configuration

# Custom Columns

l e Action:
’ * Record Type:
m * Import Option:
g EPTIE e * Import File:

e

LS O R S R SETCEED W T e

- Plaase Sejac] One -
User

Instruchor

Leaming Halory

e

[Aeo v

ad Template

4. Select your time zone from the Time Zone ID drop-down list, if needed.

Admin

Home My Employees

ol I &’ ]

i i i

System Admin

" | Search: EEnrerKemom‘sor{:ommann'

* Action;
[# Custom Columns
* Record Type:

= Tools
Direct Link
Import Data
Legacy SCORM import
Background Jobs

L

* Import Option:

* Import File:

* Time Zone ID:

Alaska Standard Time (Amencalbnchorage)
WVenezuels Time (America/Caracas)
Central Standard Time (America/Chicage)
Mountain Standard Time (AmericaDenver)
Eastern Standard Time {Amencalindianapols )
Pacific Standard Time (Amenca/Los Angeles )
Hountain Standard Time (AmenicaPhoen)
Atlantic Standard Time (AmeficaPuento Rico)
Phiippines Time {AsiaWania)
Mountain Siandard Time (FHT)

Browse...

5. Select the Browse button.

AR AL AR

System Admin

W | | Search: ;EnrerKe}1wara5wC0mmanu

* Action:
{#l Custom Columns S
* Record Type:
[ L—_:Tﬂﬂll " |mpﬂ|1 ﬂpﬁol‘l:
Direct Link o File:
import Data PR Tale:
Legacy SCORM import * Time Zone 1D:

1(Go»)

® |mport Data ) Download Template

I_ Plzase Select One — | W
I—Please Select One — | v

Browse...

Eastern Siandard Time (Amaricafew York) R

ADVWANCE
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6. Navigate to and select the data export file you created when you exported data from the
TMSBarCodeScanner.xlt file.

78 Choose File to Upload ]
’ , .| |/ = Bar Code 5cann... ¢ Bar Code Reports w | ¢4 W Search Bar Code Reports e
e o [

Organize « Mew folder == [ @
3% Favorites T Mame 2 Date modified Type
B Desktop 85 report 1219 13.csv 12/19/20136:42 PM  Microsof
& Downloads 56| TMSBarCodeScanneradt 12/192003 9:04 PM  Microso
L, Recent Places 07 VATMSHistoryImportTemplate.xlsc 12/20/2013 9:43 AM  Microso
& SkyDrive =
= Libraries
_-r Documents
Jﬁ Music
=l Pictures
E Videos
= Hemegroup
- n ] '
File name: > | Fites 1) -

I Open I [ Cancel I

7. Select the Submit button.

[l [ =)
Syslem Admin
i Samieh: | Evdor Kpywords or Commang lhl' |
= * Action: ®Impert Data *_ Dowricad Template

[®] Conflguration * Record Type: [Lzm Hislony - VA __.._,J

[£] Custarm Columns MR UDtION. e :IH

e __ “ Import File: C ey Barhar s Dotumenls'seserans Somsshaben I Browss
|_I:_II'_W_“_ — * Thme Zana 10 [Eastem Standad Tame (Amercatieon York) | v ]
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8. Select Finish.

[ | Notify via email upon completion

Email: | |

a8
Email the Report ] -

Reset Finish

9. Select Users in the main menu.
10.Select Tools on the side sub-menu.

11.Select Learning Event Editor from the drop-down list.

| Search: | Enter Keywords or Command [ Go b i |

E

Learning Event Editor
Organizations

=l Tools 3”

Record Learning - Financial Enter a value for each fiehd that you want to use to filler your search. Some fields allow vou to selec

Record Learning - Muttiple o afeh eriteria 1o furlher refine your search
Learming Event Editor
Merge Users itive search: () Yes @ po

Search All Locales: () Yes (8 Mo

AD“N‘ :E TS, Department
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12. Delete any dates in the Completed Date Before field.

13.Select VA from the drop-down list in the Item Type field. Enter the Item ID in the Item ID
field. For this job aid, we have selected 3866416 which is the Item ID of Schedule Offerings
IDs 2620306 and 262307. You must search on the Item ID (not the Scheduled Offering ID)
when using the Learning Event Editor. You can locate the Item ID from the Scheduled

Offering record.

Completed Date After: Iﬁ | |
(MM/DDAYYY)
Completed Date Before: Ew} | |
(MM/DDMY YY)
Type of Learning Event: ® tems () External Events () Both
Items: [Exact[~] Type:[va [v] A 4
ID: 3866416 N -
- |
14.Select Search.
Completion Status: [starts with [~ T
Schedules: [Starts with ~] T
Add/Remove Criteria @
Save As Reset
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15.0nce your search results display, verify that all Users you scanned have recorded

attendance.

Records per Page (S total records)

User ID User Name
BARCODEUSER.ADDO1 [l [&] BARCODEUSER,
AD0OA

BARCODEUSER.BOOOY [ [ EQ&EDDEUSER:

Item

VA 3866416
(Rev 1-
11/21/2013
09:54 AM
AmericalMew
York)

VA 3866416
(Rev 1-

FERL Y BTt L

Description Completion Date Completion Status

Bar Code
Scanning
Test Item

Bar Code
Scanning

Tt id

111642014 10:37 Complete
AM America/Mew
York

1/16/2014 10:37 Complete
AM America/New

LY

16. Congratulations! You have successfully completed the bar code scanning process to record

attendance in the VA TMS.
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Appendix: Description of Bar Code Scanner Reports

Report Description

2x2 QR Code Conference Badge 2x2 Conference Badge with QR code on the left and user name
on the right. Includes event code.

QR Code Sign In Sheet Admin report that includes the following information:
Scheduled Offering ID

Title

Item

Facility ID

Phone Number

Current Registration Status

Maximum Registration

Segment Number, Start Date Time, End Date Time,
Instructor, and Location

2x3 QR Code Conference Badge 2x3 Conference Badge with QR code on the left and user name
on the right. Includes event code.
Avery 8869 QR Code Business Cards Business cards with QR Code on the left and user name on the

right. Does not include an event code.
VA TMS Bar Code Schedule Offering Data | CSV report that includes the following fields:
Csv e Scheduled Offering ID
Domain ID

Item Type

Item ID

Item Revision Date
SCHD_TITLE
SCHD_DESC

Min Registration

Max Registration
Time Zone

Contact

Email Address

Phone Number

Fax Number
Comments
START_TIME
END_TIME
TOTAL_HRS
LEARNING_HRS
CREDIT_HRS
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Report Description

Admin QR Code PIV Template User name at the top of the card and QR code centered at the
bottom of card. Instructions on bottom of page say: "Print this
page, cut out card above and place it in your PIV card holder.

Folding card will render it un-scannable.”

Avery 22806 Large Individual QR Code Large individual labels with QR code on the left and user name
Label on the right. Includes event code.

Avery Label 22805 Individual QR Code Individual labels for ID with QR code on the left and user name
Label on the right. Does not include an event code.
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