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Job Aid: Search the VA TMS Catalog

Purpose
The purpose of this job aid is to guide you through the step-by-step process for
searching the VA TMS catalog. The main purpose of the VA TMS catalog is to allow you
to locate and self-assign learning items that your organization has made available to
you.
In this job aid, you will learn how to:

e Conduct keyword searches in the VA TMS catalog

e Browse the VA TMS catalog
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Task A. Conduct Keyword Searches in the VA TMS Catalog

1. Navigate to the User home page where there is a textbox for conducting keyword
searches in the VA TMS catalog.

2. Enter letters or words in the textbox to return all catalog items containing that
information.

3. Select Go.
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4. From this screen, you can add items to your To-Do List, request schedules, and
launch online content. NOTE: The To-Do List is sometimes referred to as the
Learning Plan in the VA TMS.

5. Refine your search by selecting or deselecting the different types of training listed
at the top of the screen.

6. Select Go.
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7. Select Advanced Search to conduct a more in-depth search of the VA TMS

catalog.
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8. Select Keywords for your advanced search.
9. Enter advanced search criteria using the drop-down lists and Select links.

10.Select Search. You have successfully conducted a keyword search in the VA
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Task B. Browse the VA TMS Catalog

1. In addition to conducting keyword searches, you can also browse the VA TMS
catalog. Select Browse on your home page.
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2. Select the plus sign to view all topics under a particular subject area.

Subject Area Menu
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(#] Business Processes  (350)
[*|Clinical Support  (70)
[#]Customer Relations  {109)

[*] Diagnostics & Clinical Topics
(371)

(] Env. of Care, Safety & Inf. Ctrl.
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[#*|HR and Staff Development (598)

3. Select a topic to view all related catalog items.
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4. Select Calendar of Offerings.

Browse Catalog | Calendar of Offerings
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5. This screen displays all scheduled offerings of the topic you've selected
according to date. Select Month, Week, or Day to change your calendar view.

6. Select Calendar Search to search for catalog items on your calendar.

7. Select Calendar Options to update your calendar preferences, such as the first
day of the week. You have successfully browsed the VA TMS catalog.
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