
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: 

• Access and filter completed work

• Print completion certificates

1 
 

Talent
Management
System



  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. 
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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. 

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. 

3 
 

Talent
Management
System



  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. 

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