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Job Aid: Register for VA TMS Courses

Purpose

The purpose of this job aid is to guide you through the step-by-step process of
registering for VA TMS courses. You can only register for a course after you or your
supervisor has added it to your To-Do List from the catalog.

In this job aid, you will learn how to:

e Register for VA TMS courses
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Task A. Register for VA TMS Courses

1. Navigate to the User home page.

2. Select Browse.
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3. Select Advanced Search.
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4. Enter your advanced search criteria.

5. Select Search.
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6. Select Add to Learning Plan. NOTE: The To-Do List is sometimes referred to
as the Learning Plan in the VA TMS.

7. Select Home to return to your To-Do List.
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8. Hover over the item on your To-Do List and select Register Now.
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9. Select Register Now for the scheduled offering you wish to participate in.

Registration & Help

ﬂ TMS Tra:n:'-ng for Schc-l:hlling Hgl_ |"|.5sign|11(|nt Mgr and Rngislrntion Mu.n.jgm: [SM, AM, RN

VA 3730267

Revisiom: 1- 5312012 0515 PM Amencaew York

liem Da-scnutmﬂ: Leam hoew' to craabe and cancel 3 scheduled offenng, work with sagments and manage user regisiration

¥ Assignment information

Required Date: Completion Date: Days Remaining:
Assignment Type: Reguired Assignment Date: 2142014 Assigned By:

= Cusrent Registration
¥ Dates and Times

ﬂ:’ Start = End Location Avadabie Seals Price Action
1 INMN2004 07100 P IMV2014 04:30 PM - 1-800-T57-1750 19 ] 0.00 | wvyeuw Detaits
Amaricafes Yok Americaiew York BooEss code 43596 U0

* Request Schodule

10.Enter any comments you would like associated with your registration.
11.Select Confirm. You have successfully registered for a VA TMS course.

Registration & Help

Lastly, enler any comments that you wish to be associaled with your reques! andior registration
Previous Confinm

Offering

@ THS Training for Scheduling Mgr, Assignment Mgy and Registration Manager (SM, AM, RM)
VA ITI0GT

Revision; 1- 5312012 0515 PM AmencaMew York

Start Date: 102014 0100 P Amenicaies York

End Date: 3102014 04:30 P AmericaMew York

Capacity: 4 of 23 enrolied, 0 waitiisted

Price : D00 (USD)

Registration Comments

User Mame:
Registration Status: ENROLL (Enmlled)

Accreditation Requested; w | 11
Comments:

Prorvitus Condirm
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