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LAUNCH THE ASSESSMENT PORTAL AND ACCESS THE STUDENT TRAINING WORKBENCH

Perform the following steps to access the Student Training Workbench and view outcomes from
diagnostic testing.

¥

Y| VETERANS BENEFITS ADMINISTRATION

1. Navigate to the Assessment Portal

(https://vba-tpss.vbatraining.org/assess/)

VBA Family Applications Portal

Usealocal account to login.

Enter your login credentials into the User
name and Password fields then select the
Log in button.

User name username

Password [ sesannag

Standard Mandatory DoD Notice and Consent Banner Dated/Effective: August 1, 2008

You are accessing a U.S. Government (USG) information system (1S) that is provided for USG-authorized use only. By
using this IS, you consent to the following conditions:

rpurposesincluding, but not limite
ent, and counterintelligence inv

d on this IS, or any dt
tored on this IS, or ai
1S to protect certai
biometric acces
eliminated at the USG's

Open the Student Training Workbench by selecting the Menu
and then the Student Training Workbench link.

NOTE: While using the Reporting environment, you can quickly l#” Assessment Repe

return to the Student Training Workbench using the Menu 7 Assessments in progress

drop down button at the top right side of the window. 7= Completed Assessments
# Student Training rkbe

4. The Student Training Workbench
employee list grid depicts all TR B e TR T TR T el R D
. . v ? ? v ? @ v v v @
employees in your location who
#  Select Reports  Last Name First Name Actions To Award Waiting on TMS  Awarded Declined Required Hrs Assigned Hrs Dismissed
& Select B Reports | Richards Lewin 0 0 0 0 21.00 0.00 0
completed at least one of the Year - B . wa
. o Select xx “ 0 ] 0 0 20.00 0.00 0
1 badge assessments. The grid woe ECEM o . o [ wm [ w
4 Hindrichs John n 0 [ [ 0 13.00 0.00 0
enables you to access employee o e - ) O T T T N
. GREEN CLIFFORD “ 0 0 0 0 12.00 0.00 0
assessment results and provides e I o ) T B R
. . Flannery Erin “— 0 0 0 0.00 0.00 0
some additional grid features st N - o o om o o
. Anaebo Clifford 0 — 0 0 0 10.00 10.00
explalned below Anderson Reginald 0 n 0 0 0 19.00 19.00 0
. Ashmead Richard 0 n ] 0 0 3.00 3.00 0
Ball Adrianna 0 0 0 _ 0 11.75 11.75 0
Ballew Mark o 0 [ — 0 10.75 10.75 0
ports | BEDWARD GORY 0 “ 0 ) 0 9.25 9.25 )
= :
Page 1 of 2 (177 items) 2 Page size: | 100 [d
¥ Create Filter
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The employee's training workbench is ¥) Live Assessments B ——

L4

d|Sp|ayed W|th the Tra|n|ng |tems tab # Home / Student Training Workbench / Flannery, Erin
selected. For each training item with a
“‘New” status, the Training Items tab Flannery, Erin - (Yr Cycle 1: 2022)
displays actions to take, the item's Aesined Reaured ours 00 O Abadie oy for v, DintseedHoure 03
Status’ When It Was Completed’ ItS Training Items Badge Status Individual Feedback Overall Feedback
Talent Management SyStem (TMS) O Dismiss Status Completed On TMS & Title: Hours
number and title, and its training Onawms| " T ‘
hours.
In the next section, the supervisor O Dismiss Satus  CompletedOn  TMS# Tike: _ Hours
. . . ST New @ VA 4617620 “ RVSR CBTS — Introduction to the 125
actions will be described. Musculoskeletal System VASRD Updates
O Dismiss Status Completed On TMS #: Title: Hours
R T New @ VA 4617615 w RVSR CBTS — Musculoskeletal 1
System: Lower Extremities
- — -
By
6. The directional arrow changes the listing between TMS Details
Ascending and Descending Review a TMS training item's sk VA
description by selecting its TMS # link. Houre 15 e R
Description:  This lesson teaches the learner about the Fiduciary
Service Representative position and its critical work
functions. Instructions: When the instructor-led portion of
. the training is complete select Start Course and the
(Select the Close button to close the window when you are couse eviwum;ulmgvgwuaummnage;fml: The cvlaion
must be completed to receive credit for the course.
done.) RO ol v
Target Audience: LIE/FE

7. View the diagnostic assessments associated with each training item by clicking the drop-down

arrow next to the title. ==
. . Training Items Badge Status Individual Feedback Overall Feedback
Clicking on the assessment |
@ Taes Status Completed On TMS #: Title: Hours
. . . ) PTG 5 - ina.
Ilnk WI” aIIOW you to VIeW S TE New @ VA 4617610 ;;U:;:ﬁjiﬁ Amputation Rule, Pyramiding, and 2
the individual feedback
Assessments that suggested this fraining item
report' Status Type Badge Assessment Completed On
. H H New Required Health and Medical Processes & Health and Medical P; ses 1 11/2/2021 3:36:51 PM
NOTE: Some training items ' e ‘

may be associated with
several diagnostic assessments. The Type of association indicates if the TMS item is required or
optional based upon the assessment results.

G e : . - W) U.S. Department
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Student Workbench Navigation

There are a variety of ways to navigate back to different pages:

e Select the Home breadcrumb link to go back to the
Assessment Reporting home page.

e Select either the Student Training Workbench . -
breadcrumb link or the Up Level button to return to - ©@lobAid | @ Dismiss All

the employee list to select another employee.

# Home [/ Student Training Workbench' /

e You can also navigate to the Assessment Reporting home
page or the Student Training Workbench employee list by
selecting the Menu button to expand it, then selecting the # Student Training Workbench
appropriate link.

l#* Assessment Reporting

Student Workbench Grid Columns

B Gelect Reports Last Name 4« Hrst Name  +~ Achions To Award Waiting_on TMS

Awarded Dedined Bequired Hrs Assigned Hrs Dismissed

Location Job Tite

Column headings can be rearranged by clicking a heading and dragging it to the desired location
while the mouse button is held down, then dropping the column in place by releasing the mouse
button. The columns can be sorted by clicking on any column heading. In addition to student name
and location, the following status columns provide meaningful information to the supervisor:

e Actions — The count of TMS items that need to be either assigned to TMS or dismissed. The
process to award a badge cannot be started until all items are processed.

e To Award — Number of badges that can be awarded. Includes all badges for the 3-year cycle.

e Waiting on TMS — Number of TMS items that still need to be completed for the current cycle
badges.

e Awarded — Number of badges awarded for the whole 3-year cycle.
e Declined — Number of badges declined for the whole 3-year cycle.

¢ Required Hrs (Hours) — Sum of the required items provided in the feedback reports for this
cycle.

e Assigned Hrs (Hours) — Sum of the required items assigned for this cycle.
e Dismissed — Number of TMS items that were dismissed.
e Dismissed Hrs (Hours) — Number of hours that were dismissed.

3

—
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e Yr (Year) Cycle — Badge cycle the user is currently in.

The column filter textboxes below the column headings enable you to search for employees in a
variety of ways. Enter a complete or partial string in the textbox beneath the column heading and
press the Enter key to filter the list. Selecting the icon that looks like a funnel or key P next to a
textbox allows you to apply filter operations to the string you entered. For string fields like Last Name,
the filter operations include Begins with, Contains, Doesn't contain, Ends with, Equals, and Doesn't
equal. For numeric fields like Action, the filter operations include Equals, Doesn't equal, Is less than,
Is less than or equal to, Is greater than, and Is greater than or equal to.

NOTE: You must press the Enter key after making changes to the search criteria to see filter results.

Sorting the Student Workbench Grid
You can sort the list of training items using the Sort By drop-down list at the bottom of the page.

Sort by options include:
Status and Title — Sorts by Richards, Lewin - (Yr Cycle 1: 2022)
. Required Hours: 21.00 © 19 Items require an action Dismissed ltems: 0
Status pIuS tltle_ Assigned Required Hours: 0.00 Dismissed Hours: 0.00
—_ Training Items Badge Status Individual Feedback Overall Feedback

Status — Sorts by status
O Dismi: S [of leted Ol TMS #: Title: H

type - 2:;“1I:STMS N::ruS empieeden @ VA 4617610 vItI:VSR CBTS - Amputation Rule, Pyramiding, and 2°”"5

. . : Muscle Injury

Title — Sorts by TMS title.

TMS # - Sorts by TMS Item O Dismiss Status Completed On T™S #: Title: Hours
- New @ VA 4617614 w RVSR CBTS — Ancillary Benefits 1

| D O Add to TMS

Hours — Sorts by number of

. O Dismiss Status Completed On TMS #: Title: Hours

|earn|ng hours' P New @ VA 4617608 + RVSR CBTS — Applying DeLuca 1
O Dismiss Status Completed On TMS #: Title: Hours
O Add to TMS New @ VA 4617618 v RVSR CBTS — Effective Dates 1

Filtering the Student Workbench Grid

The Status, Assessment, and Badge boxes at the bottom of the screen allow you to filter based
on what you select.

Status Assessment [\| v Badge Al

<

e The Status filter box allows you to filter based on these statuses:
o All — Displays all training items regardless of Status
o New — Displays new training items that have not been dismissed or added to the TMS, yet

T : : o ( il U.S. Department
Building Strategic Partnerships through Service \%{ J) of Veterans Affairs
e
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o Previously Added — Displays training items that had been added previously
Dismissed — Displays training items that have been dismissed from the list
o Added — Displays training items that have previously been added to the employee's learning
plan
o Removed — Displays training items that were added and subsequently removed from the
employee's learning plan
e The Assessment filter box allows you to filter the list of training items based upon the diagnostic
assessment outcome.
e The Badge filter box enables the user to filter the list of training items based upon the type of
badge.

NOTE: The Assessment and Badge filter boxes only list assessments and badges per the badge
schedule. Also, some training items may be associated with several diagnostic assessments
and/or badges.

o

Student Workbench Grid Button Bar
The button bar above the column headings offers additional ways to use the grid:

The "view" button allows the user to save a preferred grid configuration. Some
view configurations are preset for you.

e TMS Required Actions — Shows the count of TMS items that need to be assigned or
dismissed.

e Badges Awarded — Shows the count of badges that have been awarded.
e Badges Declined — Shows the count of badges that have been declined.

e Badges Ready for Review — Shows the count of badges that are ready to be awarded or
declined.

e Waiting for TMS Completions — Shows the count of TMS items that have been assigned but
not yet completed by the employee.

e Save View — Save the column order, column sort, and applied filters.
e Save View As — Update an existing view.
e Delete View — Delete a saved view.

The Customize button allows the user to configure columns, groups and export the list.
e Column Filter — Toggles the appearance of filter textboxes.

e Columns — Allows the user to add or remove columns from the view. The column headings
can be dragged to and from the Customize list of column headings. Place mouse button in the
blank space next to the column heading to add. Drag the column to align with the other
Column headings and drop the column by releasing the mouse button.

N i ’ o B U.S. Department
“Building Strategic Partnerships through Service’ \2%.)/ ofVeterans Affairs
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NOTE: Before releasing the column heading, be sure the double arrows appear above and
below the column heading.

s i -

| =]

e Grouping — Toggles a grouping area that enables the user to group the list by any column
heading, such as Job Title or Location. Place the mouse cursor in the blank space of the
column heading to use for grouping. Drag the column to the grouping area located above the
column headings and drop the column by releasing the mouse button.

TMS Required Actions ~ | Customize v | & Refresh @ Job Aid

I Drag a column header here to group by that colurmn

7 7 7 7 7

To remove the grouping, drag the column to align with the other Column headings and drop
the column by releasing the mouse button. NOTE: Before releasing the column heading, be
sure the double arrows appear above and below the column heading.

e Export — Opens a dialog box to export the grid list in several formats. XLS and XLSX are
Microsoft Office Excel file formats, CSV or Comma-Separated Values produces a text file of
data.

The Refresh button updates the grid list. This may be needed if you are viewing multiple
instances of the grid and external changes are being made in the workbench.

Group Reports opens a pop-up window | Group Reports
to quickly access Badge Process Details and
Diagnostic assessments with reports. 8 Badge Progress Details

Display the statuses of all training items and badges that are assigned to each
employee for the current period. The original hours that were suggested for
training are compared to the actual assigned hours for the current period

5 Diagnostic assessments with reports

Assessment VRC Diagnostic Assessment v

Report Student Assessment Matrix b

Cancel

s fune ok : . - ¥5) US.Department
“Building Strategic Partnerships through Service” \%£)/ of Veterans Affairs
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Selecting the Job Aid button opens the current version of this job aid.

Selecting the Dismiss All button dismisses all training items from the
current view. This button is described more fully in the How to
Process Diagnostic Assessment Results section.

PROCESS DIAGNOSTIC ASSESSMENT RESULTS

Perform the following steps to review diagnostic test results, to complete supervisor actions such as
assigning or dismissing recommended training, and to award badges.

Workbench Status

An employee cannot be awarded a badge until you have dispositioned each TMS item listed in the
workbench by either assigning training or dismissing recommended training. The employee's name
includes the badge cycle for the current fiscal year.

o [##] Items require an action. This lets you know that you still have items that must be added or
dismissed before the employee can become . . .
eligible for a badge. This number is reduced by Tibbott, Diane - (Yr Cycle 1: 2019)
Add to TMS and Dismiss actions described © 16 Items require an action.
below.

e Waiting for [##] items to be completed in TMS. You are waiting for this many TMS items to be
completed that were assigned for the current
FY badges. Stotler, Kayla J - (Yr Cycle 1: 2019)

© Waiting for 9 items to be completed in TMS.

e A badge is ready for award. The employee has completed the requirements for one of more
badges to be awarded.

Vessa, Robert M. - (Yr Cycle 1: 2019)
© A badge is ready for award.

—
T,
i 5
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Add Training to Employee’s TMS Learning Plan

From the employee's results page in the Student Training Workbench, add training items to the
employee's TMS Learning Plan by selecting Add to TMS. When this radio button is selected, the Add
Training Item dialog box is displayed.

Training Items Badge Status Individual Feedback Overall Feedback

O Dismiss Status Completed On TMS #: Title: Hours
O Add to TMS New @ VA 4617610 + RVSR CBTS - Amputation Rule, Pyramiding, and 2
= ° Muscle Injury

IMPORTANT: When a training item needs to be added to an employee's TMS 2.0 To Do list, it is
important to use the Student Training Workbench to perform this action.

1. In the Add Training Item dialog box, provide the following answers for the TMS item:

e s this training required? Select the Optional Add Training ltem
radio button if the training is not required, i.e.,
suggested. This item will be added to the students learning plan
e Complete by this date can be customized by e Ao CaTS Amputation e, Byramding and sl
clicking either the calendar widget or typing it in "
the mm/dd/yyyy format or leaving it blank. s this fraiming reauired?
® Required O Optiona

Complete by this date
09/30/2022

This data will be used when the item is added to your
employee's learning plan. NOTE: Optional training
with or without a date is not trackable for compliance.

R

Select the Add button to send the information to the
TMS. The item will be added to the employee's learning plan within 30 minutes.

Select the Cancel button to return to the list.

2. Once the item has been added, the Status is changed to "Added" (with the Complete By date),
the hours value is incremented (Current FY hours or No due date hours) to provide the user
with the total number of training hours assigned through the Student Training Workbench, and
the total number of actions is reduced. The employee's TMS learning plan will be populated.

NOTE: Only Optional items will allow the date field to be empty, i.e., no due date (Complete by
NTL). Optional training, with or without a date, is not trackable for compliance.

AN

A ht e _ ] e U.S. Department
“Building Strategic Partnerships through Service’ \B£)) of Veterans Affairs
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To remove an item from the employee's learning plan in TMS after it has already been added

using the CBTS Student,

Training ltems Badge Status Individual Feedback

Overall Feedback

click the green button. The
Remove Training Item
dialog box is displayed.

Status Completed On
Added

@ VA 3822741

Title: Hours
+ VRA&E CareerScope Training 2

Confirm the action by clicking the Remove button. This
action is usually completed in 30 minutes within the TMS.

IMPORTANT: When a training item needs to be removed
from an employee's TMS To Do list, use the Student
Training Workbench to perform this action. You must email
the help desk if you need to re-add the item.

Dismiss a Recommended Training Item from Badge Requirements

Remove Training ltem

WARNING! This item will be permanently removed from the student's TMS
Learning Plan and the Student Workbench

If you remove a item and need to add it back to TMS again, please contact

Support: Support@vbatraining.org

Please review this action in TMS to ensure the item has been removed.

TMS #: VA 3822741
Title: VR&E CareerScope Training

% Remove

As the user considers each training item based upon the diagnostic assessment performance and
VR&E guidance, training items may be removed from the list view by selecting Dismiss. The Dismiss

Training Item dialog box is displayed.

To complete the action, select the Dismiss button.

Dismiss Training ltem

TMS # VA 4561037

students learning plan.

Title: VRE M28C Part Il. Office Administration

Dismiss this item if you have determined that you do not want to add it to the

Once the item has been dismissed, the status changes to Dismissed and the total number of actions
is reduced. This action does not affect the employee's TMS To Do list.

I “Building Strategic Partnerships through Service”

)/ of Veterans Affairs
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Add a dismissed Training Item to Employee’s TMS Learning Plan

If the user later decides to add the training item to an employee's learning plan, the item is accessible
by changing the Status filter to All or Dismissed.

Training Items Badge Status Individual Feedback Overall Feedback

O Add to TMS Status Completed On TMS #: Title: Hours
Dismissed @ VA 4561037 w VRE M28C Part Il. Office 1

Administration

. - — I
By

Dismiss All Recommended Training Iltems from Badge Requirements

The Dismiss All button will dismiss all remaining items where the status is New or Previously
Added. If the assessment and / or Badge filters are applied, then only those items will be dismissed.

On the Dismiss All Remaining New Items window, select the Dismiss All button to complete the
action.

Dismiss All Remaining New ltems

Change the status of the remaining New items to Dismissed. You are still able to
add a dismissed item to TMS

NOTE: The badge award-or-decline function will be available after all items have been dismissed.
The employee, supervisor, and training manager will need to agree if all items are being dismissed.

Gir AR L : ; o U.S. Department
“Building Strategic Partnerships through Service” \B£)) ofVeterans Affairs
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PROCESS (AWARD OR DECLINE) A BADGE

Badges are eligible for award once all actions are processed and required training requirements are
met.

e The badge tab is automatically selected if there are any badges available.
e The current year badges are always listed first followed by the future year badges.

Training ltems I Badge Status I Individual Feedback Overall Feedback
Current Year Badges

Status Yr Cycle Awarded On Badge / Badge Requirements

O 3 Vocational Assessment and Evaluation
* New Counselor Training Badge and/or minimum 1 year in position
« Conduct vocational assessment and evaluation
s Recerfification: Three (3) years

Future Year Badges

Status ¥Yr Cycle Awarded On Badge [ Badge Requirements

® 1 Disability A and A
+ New Counselor Training Badge and/or minimum 1 year in position
« Conduct disability assessment
» Demonstrate the ability to mitigate possible barriers and risks to an individual's rehabilitation due to disabilities
» Recertification: Three (3) years

® 1 Essential Evaluation Resources
+ New Counselor Training Badge and/or minimum 1 year in position
« Demonstrate understanding of federal and state rehabilitation laws, rules, regulations and guidelines
» Utilize appropriate records to ensure an accurate portrayal of the Veteran's activities, condition and progress
* Recertification: Three (3) years

2 Case Management

+ New Counselor Training Badge and/or minimum 1 year in position

« Demonstrate the ability to perform case management activities for an individual in a Rehabilitation Plan

» Demonstrate the ability to mitigate possible barriers and risks to an individual's rehabilitation (e.g., financial and
transportation issues)

* Recertification: Three (3) years

Each badge is listed with detailed information.

Current Year Badges

IYr Cyclel| Awarded Onj Badge / Badge Requirements]

@ 3 Vocational Assessment and Evaluation

+ New Counselor Training Badge and/or minimum 1 year in position
» Conduct vocational assessment and evaluation
» Recertification: Three (3) years

e Status — The status of the badge process. If the badge can be awarded, a green button is
used to process the badge. Otherwise, an icon is used to represent each status. A tooltip
that describes each status is displayed when hovering your mouse over the image.
NOTE: Hover over the status images to see their status definitions.

o Process Badge (green) — Badge is ready for first review. Note that you
can award badges for a future year if there were no suggested TMS
items from the assessments related to the badge.
o Process Badge (red) — This badge was declined to be awarded. Hover
over it to see who declined it and why. Note that you can decline this
badge as many times as you deem necessary.

11
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o Calendar Icon - This badge is not being evaluated this year. There are
m TMS items that will need to be addressed when the year cycle is active.
@ o Clock Icon - Waiting on [##] TMS items to be completed before this
badge can be considered for award.
® o Sad Emoticon - Has not completed the required assessments needed

for this badge.
e Yr Cycle — The year cycle the badge is to be worked on for award.
e Awarded On — The date the badge was awarded to the employee.
e Badge / Badge Requirements — The requirements that must be fulfilled for badge award.

Process a Badge

Once a badge is eligible for award, a "Process Badge" button will appear (see Badge Status above).
Click on a badge button and the Award: Badge Name dialog box is displayed.

In the Award dialog box, select one of the following:

e | Certify — This will award the badge as follows:
a. Send a completion to TMS
b. Record when the badge was awarded
c. Record the logged in person as the person that awarded it
d. Set the expiration date
based on the current fiscal
year and the year cycle the

Award: Disability Awareness and Assessment Badge

Disability Awareness and Assessment Badge

badge isin + New Counselor Training Badge andlor
« Minimum 1 year in position
i « Conduct disability assessment (TM approval)
e. Reco rd you r remarks Wh ICh « Demonstrate the ability to mitigate possible barriers and risks to an individual's
i rehabilitation due to disabilities (TM approval)
are Optlonal + Recertification: Three (3) years
f.  Certification cannot be
u ndone Do you certify or decline this badge?
| Certify

® | Decline

¢ | Decline — This will tag the
emp|0yee badge as not Remarks | am going to get another opinion.
certified as follows:

a. You will be able to certify if
you decline the badge at R A S N
any time after you decline S

b. You must provide a reason
in the Remarks

c. Record the logged in
person as the one who
declined it

d. There is no limit on how many times a badge can be declined. Use this for historical
records which the application maintains.

\ U.S. Department

“Building Strategic Partnerships through Service” ) of Veterans Affairs
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Awarded Badges
After the badge is awarded, you will see
¢ Animage of the badge. Hover over the image to see who awarded it.

042372019 Essential Eva
Mew €

e The date on which it was awarded. Hover over the date to see when this badge will expire.
NOTE: The date may be in red which indicates the badge is expired and the employee needs

to be recertified.
@ 1 0472372019 Essdhtial Evaluatic
saw Counselor
Expives on 10012022 R, o

Badge fwarded

JerGnsirate ur
Faliia ! [TaT 1

Declined Badges

If the badge was declined, the Process Badge button turns red. Hover over it to see the last
person that declined the badge and why they declined it.

Status Yr Cycle 4

Declined by_ because -

Employee is no longer with VA.
Remedial training was not completed.

FOR ADDITIONAL INFORMATION ‘

For additional information or technical support, please contact the Support Desk at Support@VBATraining.org.

—
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