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INTRODUCTION

Many service lines include current curricula IDs in their NTC SOPs. Compensation, Pension and Fiduciary, and
OAR services, current curricula IDs are also included on the “Cohorts & Curricula” tabs in their FY mandated
courses lists. VR&E’s curricula IDs are listed in the position tabs of their FY NTC checklist. These documents
as well as links to the VBA service lines’ NTC SOPs are located on the homepage of the VBA Learning

Catalog.
Useful Links

@ Documents

= Compensation Service FY24 Mandated Courses
Released

» Fiduciary Service FY24 Mandated Courses
Released

« OAR FY24 Mandated Courses Released

« Pension Service FY24 Mandated Courses RBeleased

« \eteran Eeadiness and Employment Service FY24
NTC Checklist

= Find links to the VBA Services' latest NTC SOPs
below:

However, if you are unable to locate the needed NTC curricula IDs, you may request them from the VBA
Curriculum Support Team at VBATMSHELP.VBAVACO@va.gov.

When running/scheduling curriculum compliance reports for large audiences, due to the size of the
output/results, it is recommended to set up a separate report for each curriculum.
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Scheduling the Reports

1. The administration side of TMS, select Menu and click on Reports.

Learning Administration

Menu Recents

Search Q ‘ 1 3

Learning Administration
» Manage User Learning
» Learning Activities
> Content
? People
» Finance
» System Administration

? References

Reports

Preferences

Search for “Curriculum Iltem Status”.
Expand the Curriculum Item Status menu.

You can select any of the CSV reports in this section, but only the Custom Curriculum Item Status
User Detail (CSV) report will return user domain/RO info, so it is recommended to use that report over
the others. (Note: This report will also include supervisor information as well.)
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Saved Reporis Report Jobs

Search 2 3 Reports
Curriculum item status Sort By:

Browse By
— Report Category (A...

3 E urriculum em Status

Curriculum Item Status

Curriculum ltem Status (CSWV)

Custorn Curriculum Item Status (CSV)

Custom Curriculum ltem Status User Detail (CSV)

User Management

Performance

The user Curriculum ltem Sfatus report returns, for each uszer, the curriculum assigned to each

M Learning
. user and their ...more

Content

System Adminisiration

Miscellansous Curriculum Item Status Location Summary (CSV)

The Curriculum Hem Status Location Summary (C3V) report refurns; the curriculum assigned; thel
Custom items assigne._.mare g

Audit

— Application —

Admin
User

[ Instructor

.2,

Uncheck the Mask User IDs box.

Enter the curriculum ID into the Curriculum field or select the filter button to search for the curriculum
or to run the report on multiple curricula at once.

Notes:

e If the curricula are assigned to large groups of employees, it is not recommended to report on
multiple curricula at once as the report may be too large for TMS to email or run.

e If running reports for Compensation, Education, Fiduciary, Pension, or OFO-NCC, do not check
the Subcurricula box. If you are running reports for OAR and wish to report on both the OAR
and Compensation curricula requirements, you will need to check the Subcurricula box. VR&E
also utilizes subcurricula in some of their one-time mandated curricula as well but they do not
use them in their FY mandated curricula.

7. Click Schedule Job.
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el [ Mask User IDg

User: Exact w A 4

Curriculum: Exact v [VBA-578] ) T 6

Include: [ Subcurricula

o Schedule Job Save Report RHeset

8. Select Schedule this job to recur as follows and select your desired reporting frequency. In the
example below, this report is being scheduled to occur on the first day of each month. There is also an
option to select the last day of each month as well.

Note: You also have the option to run the report now or to schedule a single report to run in the future.
However, you can only select one of the three options at a time.

9. Enter the time of day that you would like the report run in the HH:MM AM/PM format. Note: you must
enter the “AM” or “PM” text.

10. If you will be scheduling multiple reports, you may wish to add a report description in the Job
Description field so that you can identify each report when they arrive in your email or you retrieve
them from TMS.

11. Ensure that the Notify via email upon completion box is checked.

12. It will likely prepopulate with your email address that is associated with your TMS account. However, if
you want TMS to send the report to a different email or more email addresses, you can add them into
the Contact Email Address box. The emails will need to be separated by semicolons. If you are
working with a large list of emails, you may use the Comma Widget to put them into a semicolon
separated list for you.

13. Check the Email the Report box.
14. Click the Finish button.
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Schedule Background Job

You have opted to schedule this report to run in the background. Flease complete the following information if you
want this action to run at a specific date and time. If you choose to be notified by email upon completion, please
select "Notify via email upon completion™ checkbox and specify an email address. If you wish, the report file can
be emailed to you when it has been generated, or you can download the report file once the report is complete
from the Background Report Jobs module or, if the report has been scheduled as a recurring job, you can
download the report from the Recurring Report Jobs module.

Run this job immediately, if allowable.

Schedule this job to be executed on: View Available Time Frames

Date: [
(MM/DD/YYYY) m i

Time:
{(hh:mm
AM/PM)

Time Zone |Eastern Standard Time (AmericaiNew York)
Displayed
to the User:

<]

(@) Schedule this job to recur as follows:
0 Daily
O Weekly Day: | ~]
@ @® Monthly Date: [1 ~]
Time of Day: o7:00 A
Time Zone Displayed to the User: :Easiem Standard Time (America/New ork) El

Job Description: [Custom Curriculum ltem Status User Detail (CSV)

Compensation RVSR VAT (WBA-577) Monthly
Compliance Report

12

] Notify via email upon completion

Contact Email Address: :amclaren@vicioﬂ 2.com @

Email the Report @@ @

Reset Finish

15. Click the Done button.

Recurring Report Job Scheduled
Background Report Job Status

Job Title: Report

Description: Custom Curriculum ltem Status User Detail (CSV) Compensation RVSR VAT (VBA-
577) Monthly Compliance Report

Scheduled Start Date: 3/1/2021 07:00 AM America/New York
Status: Scheduled

You can edit the schedule details and status of this background report job in the Report Jobs module.

TMS should now automatically email the reports to the email address(es) as scheduled. However, if assigned
to a large audience, some reports may be too big for TMS to email. In this case, you will need to retrieve them
from your TMS account. Below are the instructions for doing so. You may also find that there are some
occasions where TMS issues may have prevented the automated reports from running or the reports may
come back blank even though you know the curricula are assigned to employees. In these cases, you will need
to manually re-run the report a single time, but you will not need to edit your existing scheduled reports unless
there has been a TMS update that requires it. If scheduled reports need to be redone, the VA TMS Team
usually provides that information via an email or the TMS Administrator SharePoint.
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Retrieving TMS Reports that were Too Large to Email
1. Within the Reports section of TMS, click on the Report Jobs tab.
2. Check the Recurring box and click Submit.
Note: If you have any text in the Search box, it will apply to the results that you will see to the right.
3. Click on Edit Schedule for the desired report.

Saved Reports Reports | Report Jobs I
§ ch 3 Report Jobs
N || 0 Scheduied < | Titie | Description
‘ ; (none none)
Browse By !
g 2/5/2020 03:23 PM  Cohorts User Audit (CSV) Class User  Scheduled Delete
eport Category America/New York Audit (CSV)
O VBA-675
Compensation
User Management Service NTC
O VSR MST
Performance Processor
Specialized
[ Leaming Class
2/5/2020 03:24 PM  Cohorts User Audit (CSV) Class User Scheduled Edit Schedule Delete
L cetent America/New York Audit (CSV)
VBA-674
D Compensation
System Administration Service NTC
RVSR MST
[ misceltaneous Frocessor
Specialized
0 Class
Custom = =
2/11/2020 01:05 Cohorts User Audit (CSV) Class User Scheduled Edit Schedule Delete
0 % PM America/New Audit (CSV)
Audit York VBA-703
Compensation
Job Type Service ALS
Processor
Class
O One Time
@
| Submit |

4. Select the Results tab.

Recurring Report Jobs Orowse: | Help
> Edit Recurring Report Job

Report: Cohorts User Audit (CSV)

Description: Class User Audit (CSV) VBA-675 Compensation Service NTC VSR MST Processor

Specialized Class
Scheduled: 215/2020 03:23 PM America/New York

Edit Recurring Report Job

Status
Last Execution Result: Succeeded View E
: iew Errors
Last Execution: 2/22/2021 08:01 AM America/New York
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5. Click on Download for the desired report.

Note: If you will need to retrieve reports in this manner often, you may wish to periodically delete some
of the older reports so that this list does not become too long. You can delete reports by clicking on
Delete for the dates that are no longer needed.

View Recurring Report Job Results

Records per Page |50 | V| Page: 1 2 «Previous Next» (53 totsl records) Page 1 of2. [
Date Completed Status Duration

2/24/2020 08:02 AM Succeeded 34 second(s) View § Download § Contact Email Address | Delete
America/New York

3/2/2020 08:01 AM Succeeded 50 second(s) View | Download | Contact Email Address |} Delete
America/New York

3/9/2020 08:02 AM Succeeded 1 minute(s), 116 second(s) View | Downioad | Contact Email Address | Delete
America/New York

6. Depending on the browser used, you should see an option to download and/or open the report.

rchlink%253Dfalse%2526adminShellMe... Yo Lo
Recent download history ® B
x| report (63).csv )
1,601 B » Done
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Cancelling Automated Reports
1. Within the Reports section of TMS, click on the Report Jobs tab.
2. Check the Recurring box and click Submit.
Note: If you have any text in the Search box, it will apply to the results that you will see to the right.

3. Click on Delete for the desired report.

Saved Reporis Reporis Report Jobs I
_

4 Report Jobs
Browse By

Date Scheduled *

(none none)

2/572020 03:23 PM  Cohorts User Audit (CSV) Class User Scheduled Edit Schedule Deleie
Report Category AmericaNew York Audit (CSV)
|:| VBA-GTS
Compensation

User Management Senvice NTC
D VSR MST

Performance Processor
Specialized
L Leaming Class
21572020 03:24 PM  Cohorts User Audit (CSV) Class User Scheduled Edit Schedule Delete
] Content AmericaMNew York Audit {CSV)
VBA-GT4
D Compensation

System Administration Service NTC
RVSR MST
Processor
Specialized
Class

2/11/2020 01:05 Cohorts User Audit (CSV) Class User Scheduled Edit Schedule Delete
. PM AmericaNew Audit (CSV)
Audit York VBA-T03
Compensation
e Sl
Class

O
OaciTinc 9 2/24/2021 0430 Custom Cumiculum ltem Status User Detail  Custom Scheduled

| Miscellaneous

DCustum

P AmericaMew {C5V) Curriculum
York Item Status

User Detail

| Submit I (csv)
Compensation
RVSR VAT
(VBA-5TT)
Monthly
Compliance

Report

E‘ Recurming

4. Click the OK button.

Warning, all results for this Recurring Report Job will be

0 Are you sure you want to delete this Recurring Report Job?
deleted as well.

OK Cancel

5. Once the page refreshes, the selected report will disappear from the list.

Questions

Questions regarding the instructions in this job aid can be sent to the VBA Curriculum Support Team at
VBATMSHELP.VBAVACO@va.gov
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