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Job Aid: Record Item Completions for Employees

Purpose

The purpose of this job aid is to guide you through the step-by-step process for
recording item completions for employees. An important supervisory responsibility is
documenting in the VA TMS when employees complete learning events. Once you
record an item completion, the employee’s Completed Work status area is updated.

In this job aid, you will learn how to:

e Record Item Completions for Employees
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2 Task A. Record Item Completions for Employees
1. Select the My Employees tab from the VA TMS home page.

2. Select the Record Learning supervisor link.

Home | My Employees Organization Admin

1

[CE T [ BRI ETIH LAST NAME, FIRST NAME

LMSSUBORDVADOL [T Search Learning Plan | Show: | Everthing * JEf [C1 Svaren Cataiog @
'm Browse
LMSSUBORDVADDZ Overdus
IMSSUBORDVAODZ 183 days overdue ' VA Privacy and information Security Awar—. Supervisor | inks
& Avallable AssigniRemaove Leamning
LMSSUBORDVADOS Registerivithdraw Employess
Approvaks
LMSSUBORDVADODS ASEEZ3MENS
Diashboard
LMSSUBORYAD0G Employes Mainx
iy Organization Chart
Ferformance Reviews
Repodts

3. Select Item based event. Note: There are two types of learning events in the VA
TMS for which you can record item completion. Iltem based events are learning
items that have been entered into the VA TMS. Recording learning for an item
based event grants the user a completion status for the item. External events
are learning activities such as a college course or seminar outside of the
organization, for which there is no item record in the VA TMS.

4. Select Continue.

Record Learning

Select the type of item you would like to record:

Item based event ) External Event
Record leaming for itemns entered into the system. - Record learning for items that are not entered into the
(1 (=1 system.
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5. Select the Add Items icon (green plus sign).
6.

7. Use the checkboxes to further filter your search.

8. Select Search.

Record Learning

Enter keywords to search for the item for which you want to record completion.

Enter Item Details
* Hebgquired

5] T

Mo item selected.

= Employees (3 | Search for ltems

There are no Users selected. |
|
Keyemards:

BT krstructor-Led 1 Online ¥ Blended BT Other

Exact Phrass Search All Languages

Search

Cance

9. From the search results list, choose the Select link for the item for which you

want to record completion.

Search Results

Records per Page | 10|~ | Page: 1 2 3 4 5

Title D Type

@ Business Darwinism: Evolve or HFED 3882213

Previous

Select

Dissclve: Adaptive Strategies for (Rev 7/23/2014 02:58 PM America/New York

the Information Age (Boak) Americal/New_York)

@ (I5C)2 (TM) CAP (R) Prep MFED 3848189

Virtual Course (Rev &/13/2013 09:52 AM America/Mew York
America/Mew_York)

@ (I5C)2 (TM) CISSP HFED 3848210

Concentration: 155EP Virtual (Rev 6/13/2013 11:10 AM America/Mew York

[x]

Mexts (762 total records)

Select “
O[] !

|;| Select
|;| Select
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10.Select the Add Employees icon (green plus sign).

ir Record Learning

Enter item Details
* Reguired
= ltem : Busimess Darsdnism: Evolve or Dissolve: Adaptive Strategies for the Information Age (Book) (3B82213) Rev 772372014 02458 PM America/lew York | Changs

R=m

“Cornmpletion Date: w2014 "'"‘: Total Hours:

L1 R

o ornpletion Timse: 10:07 A Larrring Howrs: ]
PRI AL

* Tiirme Tane: Eatem Stanciand Time (Smerich Hew Tomg | w Credit Hours:

iy Trainirsg Mon Duty Howrs:

Instructor 1Dz
leatimebor M
= Emphyﬂs Assign Dafaulis

There are no Users selected

11.From the My Team search results, place a checkmark in the Select box next to
the employee(s) for whom you want to record item completion. Note:
Supervisors can record learning for multiple employees at a time. Select the
Quick Select icon to select all direct and/or indirect reports for the corresponding

employee.

12.Select Add.

My Team X]
Expand All| Collapse All
Mame [ Iselect All Quick 5elect Y
LMSSUPERVISORVADOL o
LMSSUBORDWVAOOL ]
LMSSUBORDVADO2 L] [
L
L]
L] v
-

Add Cancel
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13.Select the Completion Status for the item. Note: The VA TMS does not
recognize grades, so leave the grade field blank when you record item

completion.
14.Enter comments, if applicable.

15.Select Continue.

Record Learning

Enter Item Details

* Requirsd
1=, @ Item : Business Darwinism: Evalve or Dissolve: Adapthae Strateghes for the Information Ape (Reok) (J8222013) R 772302004 0358 PM America/Hew York | Change
Ibem
‘Completion Date: PR TT] [T Total Hours:
(MRLFDELNTTT
*Completion Time: 1007 AM Lesrming Hours: 5 50
TR, AT Pa)
* Timme Zome: Emstern Sandard Time (Amarica/Mew Tork) ll Credit Howrs:
Ingtructor B Traindng Non Dty Hours:
Instructor Mame:
=/ Employees (3 Assign Delaults
Hame Grade Costs  Comments
WFED - COMPLETE {Coemplete) - For Credit
LMSSUB MFED - Complite for ACPE sccreditation (MFED-Accredibed by the Accreditation Council for Pharmacy Education) - For Credt N
HNFED - Compiete for COUs (NFED-Completed for Contmuing Cducation Units) - For Credit
ORDVADL NFED - Compliste for CMES (NFED-Atcredited by the Accreditation Council for Contitugng Medcal Education) - For Cnedit

Compiete for Contact Hours (NFED-Complete for Contact Hours] - For Credit
IRCOMPLETE (Incomgeete] - Kok For Credit

13 WOGHON (H Shaw] - Mot Far Cradit

ATTEMPTEDFORCREDIT {Attempbed Tor Cresdit] - For Credit

MFED-ATTENDEDWITHOUTCERT [Atended withoit Cortilicat) « For Credit 1%
WFED - HOCREDIT (Failed b Complate Al Regquinsments - b Dradit Granbed) - Hot Far Cradit @ C
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16.Review and confirm learning details.

17.Select Record Learning.

Record Learning

I| Cenfirm Learning Details |

Ieemn: NFED 3882213 nev 7i23/2 a/Mew ok
Completion Date: /3/2004 Total Hours:
Completion Time: 10:07 &AM America/New York Learming Mowrs: 5.50
Instructor: Credit Howrs:
Training Hon Duty Howrs:
Employees
Hamae Garade Completion Status Commspnlsy Cents Amount
NFED - Complete for ACPE
LMSSUBORDY ADO2 sozreditation

Back Recard Leaming Cancel

18. A confirmation message displays indicating that learning has been successfully
recorded for the employee(s). Select Close.

Record Learning

Recording Status
Learning Recorded Successfully

Item: NFED 3882213 Rev: 7/23/2014 02:58 P AmevicaNew Tork
*  LMSSUBORDVADDZ

Chase

19.You have successfully recorded an item completion for a specified employee(s).
The employees’ Completed Work status area will now be updated.
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