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Job Aid: Access Completed Work

Purpose

The purpose of this job aid is to guide you through the step-by-step process for
accessing completed work in the VA TMS.

In this job aid, you will learn how to:
e Access and filter completed work

e Print completion certificates
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Task A. Access and Filter Completed Work

1. Navigate to the User home page.
2. Select the Completed Work tab in the Learning Status section of your home

page.

Curricula
W Cverdue (3)

. Due in 20 days (0)
W Due Later (0)

Completed Work
Mo completions in the last 30 days.

iy

Competencies
Mo assigned competencies
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3. This page lists all of the learning events that you have completed, along with their
status and completion dates. Select the drop-down arrow next to Show
Completions to filter the view of your completed work. This feature allows you to
display completed work after, before, or between certain dates.

Completed Work
Competency History  w Halp
Show Completions: || i | =
| Al

Type Title Status O iper
| A - : Al " Hﬁ Helare
Learning [E] Annual Government Ethics Training Complete 12672013 Prousan
Learning [E] Contractors in the Workspace wiOGC Complete 1182013 02:00 PM
Learning [E] VALY Employee FedTraveler.com User and Alternate Pri Complete GIWA013 01: 36 PM
Learning [£] Award PreparationiAwardPost-Award:Closeout Complete 982013 04-34 PM
Learning [E] TMS Part 2 of 3 Training for Domain Mgr, Leaming Mgr, | Complete a18/2013 0430 PM
Learning [£] Propesal Evaluaticns Complete SB2013 0417 PM
Learning [£] unauthorzed Commitments (LAC) Complete 9182013 M 13 PM

4. For example, if you select Between from the drop-down list, you will enter
specific date range and then select Find. Only those completed items within the
date range will appear. You have successfully accessed and filtered your
completed work.

- Completed Work 4
- Competency History i Halp

Show Completions: | Between » || wwooryry |15 and ey | Find
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Task B: Print Completion Certificates

1. If you hover over an item on your Completed Work page, you can choose to view
details, print a completion certificate, or review content. Select Print Certificate.

| Completed Work

Competency History 1y Help
Show Completions: | a1 *
Type Title Status Completion Date *
All T |
— Annual Government Ethics Training
Laarning [E] Annual Gove 62013 12221 PM
8 L Hours: 1.04
Learning [E] Coalractors in thel earning Hours & View Datats &r2013 0200 BM
- Completion Date : 11282093 12221 PU
Leaming [E] VALY Employee Fd 9/2013 01:26 FM
1 = Print Certificate
Laarning [E] Award Preparatio B/2013 04:34 P
- A Content
Leaming [E) ™3 Part2ot3Tr S B/2013 04:30 PM
Laarning [E] Proposal Evalatig 82013 0417 PM
Leaming _'_‘| Unauthorized Com B2013 0413 PM

2. You have successfully printed a completion certificate. Below is a sample
Certificate of Completion.

ba rtificate of Completion
This certifies that

Has successfully completed

Annual Government Ethics Training
Completed onNov 26, 2013 12:21 PM

Instructor
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