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Job Aid: Register/Withdraw Employees

Purpose

The purpose of this job aid is to guide you through the step-by-step process for
registering employees in and withdrawing them from training. As a supervisor, you know
your employees’ needs based on their performance. Therefore, you are the best person
to register them in specific courses to meet their learning needs.
In this job aid, you will learn how to:

e Register Employees in Training

e Withdraw Employees from Training
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o Task A. Register Employees in Training
1. Select the My Employees tab from the VA TMS home page.

2. Select the Register/Withdraw Employees supervisor link.

My Employees Organization Admin

1

Leaming Pan ST

|LMSSUBORDVADDL I 4 Search Learning Pilan | Shows | Eventhing b ;ﬂ'J :'_g-:cam:; Catalag @
L Browse
LMSSUBORDYADOZ Overdue
e 183 days overdue | VA Privacy and information Security Awar._ it
i fuailabla AssignRemove Leaming
Record Leaming
LMSSUBORDVADOY Regisier\Wihdraw Employess
Approvals
LMSSUBORDVADOS ASSessmems
Dashboard
LMSSUBORWVADDE Employee Matnix
a Organization Chast
Perdormance Revews
Repodts

3. Select Register Users.

4. Select Continue.

Register/Withdraw Employees

Select the type of action you would like to take:

Register Users - 0 ‘Withdraw Users

o .i Register Users into a scheduled offering, .i Withdraw users from a scheduled offering.
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5. Select the Add Scheduled Offering icon (green plus sign).

6. Enter keywords to search for the scheduled offering for which you want to
register the employee(s).

7. Select Search.

, Register Users for Scheduled Offering

Enter Registration Details
* Required

5
I=I Scheduled Offering | ) -

Mo offering selected

Scheduled Offerings
=| Employees |} . [ ‘
No amp saincted Search for Scheduled Offering
| Keywords: |
[] Exact Phrase

Search Cancel

8. From the Scheduled Offerings search results list, choose the Select link for the
scheduling offering for which you want to register the employee(s).

Select Offerings

Search Results
Keywords: Not Specified
Exact Phrase: Mo

Records per Page 1Eﬂpa§e; 1 2/ 3 4| 5 =Previous Mext» (531 total reco
Start Date Description Facility & Location Select

@ 2014 VA Workers' Compensation for First Line Supervisors Course - VA 3880642 (Rev 6/20/2014

10:25 AM America/ Hew York)
979/ 2014 08:00 AM Select
Brockton, MaA

AmericalMNew York
¥ Agency Training Forum at National Image Inc. 42nd National Training Program - YA 3881911 (Rev

THOTI2014 10:57 AM America/MNew York)

Q72272014 08:30 AM BWI Airport Marriott Select

Americal/New York
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9. Select the Add Employees icon (green plus sign).

, Register Users for Scheduled Offering

Enter Registration Details
' Amquired
- & Scheduled Offering: 2014 VA Workers" Compensation for First Line Supervisors Course | Charge 0ffering

Start DateiTime: %%/ 2014 08:00 &W AmericalNew York Description Ho Description

Facility & Locatianz - Br Aszoclated ltems VA TRB06LD
Price; Free Available Seats: 1 of 100 enrolled, 0 waitlivted
- Employees

Ho employees selected

10.From the My Team search results, place a checkmark in the Select box next to
the employee(s) that you want to register into the scheduling offering. Note: You
can register multiple employees in a scheduled offering at the same time by
selecting more than one employee. Select the Quick Select icon to select all
direct and/or indirect reports for the corresponding employee.

11.Select Add.

My Team X
Expand All | Collapse All
Hame [ Iselect All Quick Select Y
LMSSUPERVISORVADOL o
LMSSUBORDVADOL ]
LMSSUBORDWVADO2 Ul [
L]
[
L] v
—

Add Cancel
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12.Select Continue.

_Register Users for Scheduled Offering

Enter Registration Details
* Reguired

@ Scheduled Offering: 2014 VA Workers' Compensation for First Line Supervisors Course  Change Dffering

Staat Dabe The: 97972004 0800 AM Americal Hes York Detcription Mo Description
Facility & Location: - Brockbon, MA Associated lem; VA JES0ET
Price: Free Available Seats: 2 of 100 ennolled, 0 waitlisted
= Employees | )
Mame * Registration Status Commants Remove
LMSSUBORDVADDL ENGOLL (Enrslied) | %] ]

Backc

13.Review and confirm registration details.

14.Select Register Users.

Register Users for Scheduled Offering

| Confirm Registration Dl-!lﬂs
@ Scheduled Offering: 2014 'H"A ompensation for First Line Supervisors Course

Start Date/Thena: 57972014 OB EO AN Anarica | Hae York Description o Description
Facility & Location: - Brockton, Aszspciated Item: Vi JBB0G42
Price: Free

Employees

Hame Registration Status Payment Method Comments

LMSSUBORDVADDL Lot

Hatify: B isers B instructors [ Supervisors ] Others
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15. A confirmation message displays indicating that the employee(s) was
successfully registered into the scheduled offering. Select Close.

Register Users for Scheduled Offering

Successfully Registered

All registrations in this scheduled offering vere successful,

Register or ithdra THONE & |'||l|' Fazazal

Close

16.You have successfully registered an employee(s) in training.
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Task B. Withdraw Employees from Training

1. Select the My Employees tab from the VA TMS home page.

2. Select the Register/Withdraw Employees supervisor link.

My Employees Organization

1

Leaming Pan ST

&
LMSSUBORDVADDZ Overdue

LMSSUBORDVADD 183 days owerdue
d

LMSSUBORDVADDY
LMSSUBORDVADDS

LMSSUBORVAGDE
&

3. Select Withdraw Users.

4. Select Continue.

Adrmin

[LMSSUBORDVADOL (4, Search Leaming Plan | Shows | Eventhing b |

{1 Search Catalog @

Browse

.| VA Privacy and Information Security Awar._. supeavisorL sk
Awallable

AssignRemove Leaming
Record Leaming
Repisierivithdraw Employees
Approvals

Assessments

Dashboard

Employee Matnx

Organization Chast
Perdormance Revews
Repodts

Register/Withdraw Employees

Select the type of action you would like to take:

Reglster Users

o .i Register Users into a scheduled offering,

"l

‘Withdraw Users
Withdraw users from a scheduled offering|
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5. Select the Add Scheduled Offering icon (green plus sign).

6. Enter keywords to search for the scheduled offering from which you want to

withdraw the employee(s).

7. Select Search.

Withdraw Users from Scheduled Offering

Enter Registration Details
' Required
| Scheduled Offering

Ho offering selected
|=/ Enrolled Employees

Select an offering to view registered employess

Scheduled Offerings
Search for Scheduled Offering

| Feywords:

L Exact Phrase

£

Search

Cancel
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8. From the Scheduled Offerings search results list, choose the Select link for the
scheduling offering from which you want to withdraw the employee(s). Note: You
can register multiple employees in a scheduled offering at the same time by
selecting more than one employee. Select the Quick Select icon to select all
direct and/or indirect reports for the corresponding employee.

Select Offerings

Search Results
Keywords: Not Specified
Exact Phrase: Mo

Records per Page 1Eﬂpa§e; 1 2/ 3 4| 5 =Previous Mext» (531 total reco
Start Date Description Facility & Location Select

@ 2014 VA Workers' Compensation for First Line Supervisors Course - VA 3880642 (Rev 6/20/2014

10:25 AM America/ Hew York)
979/ 2014 08:00 AM Select
Brockton, MaA

AmericalMNew York
¥ Agency Training Forum at National Image Inc. 42nd National Training Program - YA 3881911 (Rev

THOTI2014 10:57 AM America/MNew York)

Q72272014 08:30 AM BWI Airport Marriott Select

Americal/New York

9. Check the Select box for the employee(s) you want to withdraw from training.

10.Select Continue.

-Withdraw Users from Scheduled Offering

Enter Registration Details
* Reguired
- @ Scheduled Offering: 2014 VA Workers' Compensation for First Line Supervisors Course | Change Offedng

Start DatedTimse: 979/ 2004 08:00 AM America/New York Description Mo Description
Facility & Location: - Brockbon, MA Associated kem: VA 15304047
Price: 0.00 U5 Dellar(LSD]

- Enrelled Employees

a " Withdraw
Hame Eegistration Status L | Sedect Al

LMSSUBDRDVADDL ENROLL{Ennolled) IZI
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11.Review and confirm withdrawal details.

12.Select Withdraw Users.

Withdraw Users from Scheduled foarlng

‘ Confirm Withdrawal Details |

@ Scheduled Offering: 2014 VA

Aszocisted em: VA TRROGLY
Start Date/ Tire: D014-057-07 08:00:00.0 America New_York

on for First Line Supervisors Course

Description;
Location; - Brockton, M
Eiriga:
Employees to be Withdrawn
Lser Organization IR Title Scheduled Offering I Self Registration
LMSSUBORDYVADD HOH-VA STAFF WA IBBDGA2 gRev 82002014 2014 VA Workers' 2ETI2T L]
10225 AM America/Mew ork)  Compensation for First Line
Supendsors Course
Mokify: [ sers B Instructors [ Superdsors [] oahers!| [ Remowe associated item from the Learning Plan
Back

Withdraw Users Cancal

13. A confirmation message displays indicating that the employee(s) was
successfully withdrawn from the scheduled offering. Select Close.

Withdraw Users from Scheduled Offering

Successfully Withdrawn

All withdrawsals in this scheduled offering were successful. Where applicable a refund has been issued to the withdravm users.

Register or withdraw more employess

Close

14.You have successfully withdrawn an employee(s) from training.
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