Directorate of Technical Education (DTE)
Training Management System (TMS)

User Manual for the
Institute Head

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

TR DTE TMmMS Wreatures iz Activitios MR User Guide m

o
Empowering 200+

rai
-+] Got Started | I= Training Reports <4 User guide

Powerful Features

Everything you nead ta manags training programs affectively

20

Role-Based Access Control Smart Scheduling Attendance Tracking

Click
Login




Login Page

Welcome Back

Training Management System

‘ &= Email Address

‘ & Password
| Remember me for 30 days

=] SIGN IN
& Forgot Password?

4 Back to Home
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Enter your Registered
Email and password.
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First, go to the ‘Add Departments’ tab in the left sidebar. Create all the
departments for your institute.

Add Department >

Department Name

e.g.. Computer Science

Department Code Select ‘Departmental Head’

A

e.g.. CS

Description

Brief description of the department__.

pDepartment Head (Optional)

Select Department Head ~

Select a staff member to assign as department head

Second, create all the teachers and Staff accounts by clicking ‘Add Staff Member’
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[ © Note: Al fields marked with * are mandatery. The staff member will receive login credentials via email.

2 Personal Information

PIMS ID OR NID *

Enter unique PIMS ID or NID

Fersonnel Information Management Systern I8 o Noatienal 1D (must be unigue)
First Name * Last Name *
Enter first name Enter last name
Email Address * Phone Number *
rakib0Sme.poly@gmail.com +911234567890

This will be used as the login usemame

& Professional Information

Role Designation
Select Role - g, Instructor, Administrator

Department
sSelect Department -

& Login Credentials

@ How login credentials work:
- The User will log
+ Shara the crader

mail address and the password you set here.

it creation
= They can changs ir frer i the profile settings.
- If they forget their passwo: the login page.

Initial Password ~ Caonfirm Passward *
Enter securs password @ | Re-enter password

© Formword must be at least 8 charactens long
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Or you can create all teacher and staff accounts by clicking ‘Bulk Upload User’
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B Bulk Upload Staff
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& Download Template

Download the CSV template to ensure your
file is formatted correctly.
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or click to browse

l & Browse Files

Drag & Drop your CSV file here

B Download CSV Template
sa

Abdul Rohim  arahim@amailcom 718170006

N SO Ahmod ayon@gmeilcom 118170007
C o |-
——
3 [3 b
> Click ‘Bulk Upload User
@ csVFile Requirements -
* File Fprmat: CSV (Comma Separated Values) ’
* Maxifnum size: 5 MB
* Requjred Columns: First Name, Last Name, Email, Role, PIMS ID OR NID, Password
Phone, D \ Department
» ValidRoles: TEACHER ar OFFICE_STAFF
: Ming A
* Emaif Must be) .
[3 9
> Click ‘Download CSV Template
.

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.
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Subject-basefl Training on General Electrical Works — Medium Priority
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Click ¢ Training Request’
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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.
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To nominate trainees, go to ‘Nominate Staft’, 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.
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® Nominate Staff for Training

A ABC Government Technical School and College.
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[ Selected Training:
i!
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@ Choose a batch
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Y

Batch: BATCH-002

Dip inEng ing).

Select a training program from the
available list

* Choose one or more staff
members to nominate

Add remarks if needed

* Review and submit your
nominations

lectrical Circuit is a foundational subject in the
brogramme under Technology Code 67 (Electric|
equential courses: Electrical Circuit-1 and Electr|
tudents with essential knowledge and practicall
hetwork theorems, series and parallel RLC circuif]
ystems, and non-sinusoidal wave analysis — al

iploma in Engineering

bl Technology), comprising two
fcal Circuit-2. These courses equip
skills in DC and AC circuit analysis,
, resonance, poly-phase power
of which are indispensable for

mit Nominations

View Nominations brofessional practice in electrical engineering.

Schedule: Sep 20, 2026 - Oct 04, 2026

Institute Reports Duration: 14 days

Venue: Technical Teachers' Training College (JTTC)
Export Staff Data

Status: Planned

Qoo m

Download Template

Click ¢ Submit Nomination’

My Profile
Notifications 4s* step 2: Select Staff Members

Logout

Mohammad Hasan

Office Staff - Computer Technology » hasan@tms.gov.bd

Ayaan Bin Ahmad

Teacher » Electrical Technology + ayaan@tms.gov.bd

B step 3: Add Remarks (Optional)

Add any additional notes or reasons for nomination...
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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.

=z ™S — B ABC Government Technical School an...

Click ‘Staff Transfers’

B User Guide a Bulbul Ahmad

< Request Staff Transfer

Procetis a Teacher [ Office Staff / Institute Head move against an official DTE/TMED transfer order.
4 user Management

&+ Add User

B Bulk Upload Users

«h Departments
Add Department

Staff Transfers

Staff Member * Transfer To (Destination Institute) *
Training Requests
L. X Type a name, role or institute to search... -- Select destination institute -- v
Training Requirements
Approval
£ Approval Statistics official Transfer Order
Available Trainings . o
Order Number * Order Date * Effective Date (Joining Date) *
Training Schedules
mm/dd/yyyy u] mm/dd/yyyy o
 Nominate Staff
= Transfer Order Document * Reason [ Remarks
I View Nominations
ChooseFile  No file chosen Optional

Institute Reports

Export Staff Data <4 Submit for Approval

Download Template

My Profile
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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



