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TMS Learning History Report Job Aid

To submit CRC CEU for processing, please run and export your TMS Learning
History report and submit to your designated local CRC CE Coordinator (if
applicable), or directly to the VRE CEU Mailbox. Please use yourlocal CRCCE
Coordinator, if your station has designated one to avoid duplication of requests.

For additional information on CRCs and the submission process, please refer to
the CRC Information page on our VR&E Service Training homepage.

To run and export your TMS Learning History report, please follow these steps:

1. Loginto your TMS account
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On the homepage, Choose Learning from the Drop-Down menu to display
your My Learning
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3. Click on Reports from the Links Section
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S.A.V.E. Training non-clinical
Curriculum Requirement - 1 iterns from item poal
Mext Action - Complete next course by 1/22/32021
W Fart of S.AV.E. Nan-clinical

37372021 | REQUIRED

All Assignment Types

START COURSEY

Records Management for all VBA Employees

WA I%4B000

B Fart of Recards Management far All VEA Employess

37372021 | REQUIRED

START COURSE?

WBA Active Threat Response (ATR) Training

VA 3550519
I Part of VBA Active Threat Respanse (ATR)

32272021 | REQUIRED

START COURSEY

WA Core Values Training (| CARE Recommitment)

VA 3501227
B Part of | CARE Recccurring Training

-~

Diversity and Inclusion

Please note that all Diversity and
Inclusion-related content (with certain
exceptions, such as courses that are
nationally mandated) has been
inactivated and will remain so until
the Office of Personnel Management
approves its reactivation per
Executive Order 13950 on
Combatting Race and Sex
Stereotyping, issued September 22,
2020.
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4. Clickon Learning History and select Learning History (CSV)

Select a Report from the list below to run a repart far yourself or your direct reports.

Report Mame

» arcreditation Reports

* Curriculum Status
* Ibem Requests

Z Ihem Status

~ Learning History

Learning History

Learning History {C5V)

» Leamning Hours
* Leamning Meads
* Leamning Plan

Program Status

QR Code PIV Card Template (User)
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Ensure the following selections are made:

Run Learning History (CSV)

Report Destination: Local File ﬂ
Report Format: CS\-’ﬂ
CSV Report Delimiter: Comma () ﬂ

[CImask User IDs

Completed Date From: [/ 10/01/2015

(MM/DD/YYYY)
Completed Date To: (1] 12/17/2018
(MM/DD/YYYY)
Report Type: O Summary @ Detail
Include: O Item Events O External Events O Program Events @ All
Print Comments: O Yes @ No

Reset I Run Report

Report Destination: Local File (default)
Report Format: CSV

Uncheck Mask User IDs checkbox
Select date range: From-To

Report Type: Detail

Click on Run Report

O O O O O O

6. Youwill see the report waiting in queue asit loads, then an option to save
or open the report will appear at the bottom of the screen. Openfile or
save the file to the desktop or a folder

Reports

Please wait...
Report Title Learning History (CSV)
Status Succeeded

Your report has completed and will now begin downloading automatically.

Close window

Do you want ta open or save repart.csv (156 KB from va-hem03.ns2cloud.com? Open Save (vl Canced | % |
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7. Once the report downloads, highlight the trainings you would like to
receive CEs, ensure that you save the spreadsheet to a Microsoft Excel
Workbook (.xlsx) file type and email it to your TMS Coordinator or directly

to the VRE CEU Mailbox.

T [ Desktop

i CRC Request |
% wcel Wo E} Save

Excel Workb 5x)
Excel Macro-Enabled Workbook (*.xlsm)
Excel Binary Workbook (*x1sh)

Excel 97-2003 Workbook (*.xls)

CSV UTF-8 (Comma delimited]) (*.csv)
XML Data ("xml)

Single File Web Page (*.mht, *.mhtml]
Web Page (".htm, *html)

Note: You will only receive credit one time within a five-year renewal period per
item.
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