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Job Aid: Register an Employee

Purpose

The purpose of this job aid is to guide supervisors through the step-by-step process of managing the
registration of employees in scheduled offerings.

In this job aid, you will learn how to:
A. Register an employee in a scheduled offering
B. Withdraw an employee from a scheduled offering
C. View an employee’s registrations

As a supervisor, you know your employee’s needs based on their performance and are able to
register them for specific courses that meet those needs. To register an employee:

Task A. Registering an Employee in a Scheduled Offering

; A Talent
\ Management
System

Organization

1. Click the My Employees tab from the
VA TMS Home page.

2. Click the Register/Withdraw
Employees Supervisor Link.

Learning Plan: Richard Maxx

Search Catalog

Browse

»l Richard Ma... Search Leamning Plan Show: | Everything v

i
Sid Mormony

Overdue ..
&H Supervisor Links
/s oV -
Darlene Sharp 164 days overdue Basic Preparedness —_ -
i Available \ssign/Remove Leaming
&b

Alexander Th... 155 days overdue @ Situational Leadership
& Must be registered

RegisterAWithdraw Employees

Approvals
Dashboard
Reports

154 days overdue M Building Strong Customer Relationships (l...
Available

144 days overdue M@ Anti-Discrimination Policy w/Exam
Available

Show Less

135 days overdue '@ Business Communication Simulation

. Status: Richard Maxx
Prerequisites not met

3. Click Register Users. — E
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4. Click Next. . ’ o [=]
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5. Click the Scheduled Offering
Add icon ().

6. Enter keywords to search for the
scheduled offering.

7. Click Search.

Click the Select link for the scheduled
offering option into which to register
your employee(s).

9. Click the Employees Add icon ('3‘).

Register Employees for Scheduled Offering

Enter Registration Details
* Required

BlSt:heduled 0ffering| "'ﬂ e

Mo offering selected

[=] Employees |@

No employees selected

E3)

Back

Scheduled Offerings

Search for Scheduled Offering
Keywords:

a [ ExactPhrase I
O] o

Select Offerings

Search Results
Keywords: Not Specified
Exact Phrase: No
Records per Page 1:'IZlF'aQ;e: 12 3 4 5 gPrevious MNexts (109 total records)
Facility & Location Select

Start Date Description

@ Asbestos Air Monitoring - COURSE EHS-130 (Rev 11/25/2008 0800 CST) -
5M4/2012 0800 CST All employees are eligible to Washington DC Officey 8
attend this course. Washington, DC
Classroom 02
Washington DC Office
Washington, DC
Classroom 02
@ Asbestos Air Monitoring Refresher - COURSE EHS-131 (Rev 11/25/2008 0800 CST)
7/5/2012 0800 EST  All employees may attend MNew York Office
Mew York Classroom
02 e

All employees are eligible to
attend this course.

1113/12012 0800
CsT

Select

Records per Page 1:'Ile'aq;e: 12 3 4 5 gPrevious Mexts (109 total records)

Cancel

Register Employees for Scheduled Offering

Enter Registration Details
* Required

I=) @ Scheduled Offering: Ashestos Air Monitoring | Chance Ofering

Description All employees are eligible to attend this course.
Associated ltem: COURSE EHS-130
Available Seats: 0 of 25 enrolled, 0 waitlisted

Start Date/Time: 5/14/2012 0800 CST
Facility & Location: Washington DC Office - Washington, DC Classroom 02

=] Employees ‘ (5]

No employees selected

Contintie Cancel

Back
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10.Click the checkbox next to the

corresponding subordinate to register.

11.Click Add.

12. Adjust the registration status for each
employee, if necessary.

13.Enter comments for each employee’s
registration, if necessary.

14.Click Continue.

Confirm the registration details.
15.Click Register Employees.

Your selected employees are
registered for the scheduled offering.

16.Click Register or withdraw more
employees to repeat the process.

17.Click Close.

My Team 5
Expand AlllCollapse All

Quick Select

Name I Select All

Marcus Q Hoff o
Alexander Thompson
Darlene Sharp
[*| Richard Ma
Sid Mormony

o

—I—Iﬂﬂ

Add Cancel

Register Employees for Scheduled Offering

Enter Registration Details
*Hequired

= W Scheduled Offering: Asbestos Air Monitoring | Change Ofering

Stant DaabeThme: 571402012 (800 CST
Faciity & Locabon: Washinglon UC Omice - Washingion, DC Classroom 02
Price: [rez

- Employees ()

Descaiption All employees are eligible 1o lend lhis course
Associated Rem: COURSE EHE-130
Available Seats: 0 of 25 enrolled, 0 waiisled

Hame * Registration Stafus

Thompson, Alexander
Shaep, Darlenc

Batk 141 IEI ancel

Register Employees for Scheduled Offering

Confirm Registration Details
@ Scheduled Offering: Ashestos Air Monitoring

Start Date/Time: 5/14/2012 0800 CST Description All emplayees are eligible to attend this course

Facility & Location: DC Office - ¥ , DC Classraom 02 A Item: COURSE EHS-130
Price: Free

Employees

Hame Registration Status Payment Nethod Comments

Thompson, Alexander
Sharp, Darlene

ENROLL(Enrolled)
ENROLL(Enrolled)

Notify: [~ Users [ Instructors I Supervisors I Others

Back @ I Ragister Employess I Cancel

Register Employees for Scheduled Offering

Successfully Registered

All registrations in this scheduled offering were successful.

| register or withdraw more emplnveesl@
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" Task B. Withdrawing an Employee from a Scheduled Offering

Just as you can register employees, you can also withdraw them from courses they may be unable to
attend.
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1. Click the My Employees tab from the
VA TMS Home page.

2. Click the Register/Withdraw
Employees Supervisor Link.

Learning Plan; Richard Maxx

Search Catalog

Browse

>l Richard Ma... Search Learning Plan Show: | Eventhing v

L‘\’J
Sid Mormony

Overdue .

& Supervisor Links

Darlens Sharp 164 days overdue M Basic Preparedness . p—

o Available i

Alexander Th. 155 days overdus V@l Situational Leadership w Employees
f Must be registered
& Approvals

154 days overdue M Building Strong Customer Relationships (1... Dashboard
Available Reports

= o o Anti I
144 days overdue Anti-Discrimination Policy w/Exam Shaw Less

Available

135 days overdue ‘@ Business Communication Simulation
Prerequisites not met

Status: Richard Maxx

3. Click Withdraw Employees. Register/Withdraw Employees

Select the type of action you would like to take: e

@ Register Employees Withdraw Employees
'. Register Employees into a scheduled offerin Withdraw Employees from a scheduled offering.

Withdraw Employees from Scheduled Offering

Click Continue.

Enter Registration Details

5. Click the Scheduled Offering Reauired
Add icon (a) = [scheduled offering| ;| 9

Mo offering selected
[=] Enrolled Employees

Select an offering to view registered employees

Back Cancel

6. Enter keywords to search for the

. Scheduled Offerings
scheduled offering. g =

Search for Scheduled Offering

Keywords: |

7. Click Search.

[ ExactPhrase I

e Cancel
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H ; Select Offerings
8. Click the Select link for the scheduled E @
: : : : H Search Results
offering option into which to withdraw Koymords: Mot Specied
your employee(s) from. Exact Phrase: o
Records per Page | 10 El Page: 1 2 3 4 5 sPrevious Mexts (109 total records)
Start Date Description Facility & Location Select
I @ Asbestos Air Monitoring - COURSE EHS-130 (Rev 1I.|'25.l’2003 0800 CST) -
employees are eligible 1o Washington DC Omce
attend this course. Washington, DC =
Classroom 02
11M3/2012 0800 All employees are eligible to Washington DC Office Select
CST attend this course. Washington, DC

Classroom 02
@ Asbestos Air Monitoring Refresher - COURSE EHS-131 (Rev 11/25/2008 0800 CST)

TIBI2012 0800 EST  All employees may attend Mew York Office Select
New York Classroom
0z i
D .F’;.ennlds.pel Page | 10 El F'x;ge: i 2 . 3 :1 .5 -::_:-'e ous  Nexts {1_09.tot;al records)
Cancel
Your employees who are currently Withdraw Employees from Scheduled Offering
regIStered are IISted ' Enter Registration Details
i *Required
9. Check the Withdraw checkbox next
tO eaCh employee tO W|thdraW from [-) @ Scheduled Offering: Ashestos Air Monitoring| Crange Orering
the scheduled offering. a2 Lot Ve DO Ofcs Vg, Cassom (2 st m COREBIE D
i . Price: 0.00 US Dollar(UsD)
10 CI'Ck Cont|nue. [= Enrolled Employees
Name Registration Status ::de gm‘;“

Thompson, Alexander ENROLL(Enrolled)
Sharp, Darlene ENROLL(Enrolled)
D[]

Note: A supervisor cannot withdraw the user if they were registered
by an admin.

Supervisors who withdraw a user from an offering will see a warning
if this item is a prerequisite for another enroliment. Then the system
will automatically withdraw the user from the dependent offering.

11.Select the email recipients by Withdraw Employees from Scheduled Offering
checking the corresponding Notify Confirm Withdrawal Details
CheCkbOXGS Remove the |tem from @ Scheduled Offering: Asbestos Air Monitoring
the emp|0yee’S TO'DO Llst by g:::t?;:f’:r:enzgjzfﬂiﬁ%[IQUUUUUCST Description: All employees are eligible to attend this course.
CheCking the Corresponding Location: Washington DC Office - Washington, DC Classroom 02
CheCkbOX Price:
12.Click Withdraw Employees. Employess o be ithdraun
Name Current Registration Status
Thompson, Alexander ENROLL(Enralled)
Sharp, Darlene ENROLL(Enrolled)
m Users | Instructors [ Supenvisors [ Others! [ Remove associated item from the To-Do List
Back @ I Withdraw Employees I Cancel
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Your selected employees are Withdraw Employees from Scheduled Offering
successfully withdrawn from the

scheduled offering.

Successfully Withdrawn
13.Click Register or withdraw more
employees to repeat the process. OR |  ajyithdrawals in this scheduled offering were successful.

14.Click Close
Register or withdraw more employees @

@ Cloze

— Task C. Viewing an Employee’s Registrations

Once you complete the registration wizard, you can visit your employee’s To-Do List and verify the
registration of those courses.

1. Click the My Employees tab from the =

' Talent
VA TMS Home page . { Management
- System

Organization

Use the employee tree to view the Learning Plan: Richard Maxx
Learning Plan of direct and indirect

reports. >I Richard Ma... q (0, search Leaming Plan | Show: | Evenytning v
. i .
2. Click an employee card to load that S“d T Evemmn_g
user's Learning Plan. A Overdue Al
e | @
. . . . Darlene Sharp 165 days overdue # Basic Prep o
3. Customize the view by filtering the s svalabe | OMME CoUIses
i i i - Exderal Reques...
Learning Plan by registrations only. - 166 days overdue @ Situational —
Surveys
i.?l [N E T ———
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