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 Role of the Institute Head in ( TMS)  

 

As the Institute Head, you are responsible for: 
 

• Managing institute departments 

• Managing your institute's teachers and staff members 

• Adding new teachers and staff to the system 

• Nominating teachers and staff for training programs 

• Viewing institute-specific reports 

• Monitoring staff training progress 

• Ensuring staff development goals are met 
 

Go to: https://tms.tvetlms.com 
 

 
 
 

Click  

Login 



 

 

Login Page 
 

 
Institute dashboard for Institute head 

 

 

Enter your Registered 

Email and password. 

Click ‘Add Department’ 

 

Click ‘Add Staff Member’ for 

creating Teachers and Staff 

Accounts   

 



 

 

First, go to the ‘Add Departments’ tab in the left sidebar. Create all the 

departments for your institute.  

 

Second, create all the teachers and Staff accounts by clicking ‘Add Staff Member’     

 

Select ‘Departmental Head’ 

 



 

 

Or you can create all teacher and staff accounts by clicking  ‘Bulk Upload User’  

 

Download the CSV Template and fill it in with the required information for all teachers and staff. 

Then, click “Browse Files” to upload the completed CSV file. The system will automatically create user 

accounts for all teachers and staff listed in the file. Using the temporary password, users will change their 

password at first login.  

CSV Template 
 

First Name Last Name Email Phone Role Department Designation PIMS ID Password 

                  

                  
 

 

 

 

Training Request Approvals: Teachers and staff submit training requests to the Institute Head through 

their accounts. The Institute Head can approve or reject each request and add comments. Once approved, 

the request is forwarded to DTE Training Cell, where it is added to the queue for the training schedule with 

other requests.  

Click ‘Bulk Upload User’ 

’ 

Click ‘Download CSV Template’  

’ 



 

 

 
 

Nominate Trainee: The DTE Training Cell publishes schedules for upcoming training programs. The 

Institute Head can view each schedule and nominate eligible teachers and staff as trainees. 

  

    

Click ‘ Training Request’ 

Click ‘Training Schedules’  



 

 

To nominate trainees, go to ‘Nominate Staff’, select the training program, and then click ‘Select Batch’. 

The system lists only eligible staff: those not enrolled in another training program at the same time and 

who have not already completed this training. 

 

 

 

 

Click ‘Nominate Staff’  

Click ‘ Submit Nomination’  



 

 

Staff Transfers: To transfer a teacher or staff member from your institute to another 

institute, the Institute Head must complete the “Request Staff Transfer” form. 

 

 

 

Important warning: The Institute Head holds a key role in the Training Management System (TMS) 

and is responsible for nominating trainees. Keep your login credentials secure and do not share them with 

anyone. 

Hope you enjoy this responsibility. Thank you  

Click ‘Staff Transfers’  


