
Training Management System (TMS)
Tips and Tricks for School Staff

1 Make sure your assessment coordinator can see the trainings you have completed!

When you register, complete 
every field with an 
asterisk.
If you do not enter your district and 
school, your completed trainings and 
courses will not show up in your school 
or district's report.

Do not select the checkboxes. They are 
only for district staff. 

To correct or update your information, select
Edit Account Info under the User icon.

2 Keep track of your completed trainings!

To see a list of your completed trainings and courses, select 
View Completed Trainings under the User icon.

To see your progress within a 
course, use the yellow bar at the 

top to see how many modules 
you have completed.




