
Guide to Frequently Used Tools in TEAMS 

 

 
TEAMS LINK: 

 
https://teams.vandenberg.afspc.ds.af.mil/spacelift/home.asp 

 
 
 

After entering the TEAMS site, you will be brought to the Home Page of the site.   
 
 

 
 

Click on Ancillary/Unit Training 
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Then you are brought to this screen   
 

 
 
 

Click on Training Managers 
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Then you are brought to this screen   
 

 
 
 

The main options you will use are:  
 

1. Training Dates by Individual 
2. Training Dates by Course 
3. View Delinquency Status 

 

Training Dates by Individual:  Utilize this tool when you want to update only one 
person’s record at a time.  It will show you all of the courses assigned to this one 
individual, what they are delinquent on and allow you the opportunity to update their 
record. 

Training Dates by Course:  Utilize this tool when you want to update a course that 
your entire section has taken.  This will save you from having to go into each person 
individually.  You can complete a mass update at once. 

View Delinquency Status:  I recommend using this tool AT LEAST on a monthly 
basis.  This tool provides you the delinquency stats of your entire section.  This tool is 
very effective for notifying the section supervisor or Flight Chief of your sections training 
status. 
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1. Training Dates by Individual 

 

Instead of 30 FSS, use the drop down arrow to select YOUR section 
(For example: the Command Section – 30 FSS/CSS) 

   

Now use the drop down arrow to select the individual you want to update 
and click submit. 

 

 

It lists the courses assigned to the individual and their training dates.  If I 
have just completed training and you need to update me, click on EDIT.  

The COMPLETED DATE box will now allow you to edit it.  Place in the date 
of completion and hit submit.  
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(Please note – if you select submit and it doesn’t take it, click it again.  It 
shouldn’t take more than twice for it to accept the date)  

 
DO NOT HIT THE BACK ARROW WHEN YOU ARE DONE UPDATING!!! 

It will delete what you just did; simply just select Ancillary Training on the 
left hand column and it will bring you back to your options. 
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2. Training Dates by Course 
 

 

Select FLIGHT 
 

Some of you may not have all of these options; it depends on your 
permissions.  It may just show only your section. 

 

Click on your section and then use the drop down arrow to select the course you 
want to update and then hit submit. 
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I selected ORM Refresher as the course to update. 
It should list everyone in your section because ORM Refresher is a requirement 

for all personnel.  
Simply click on EDIT and place in the new date for the individual you are updating 

and click submit.  Continue on until you have updated all personnel that 
completed the course. 
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3. View Delinquency Status 

 

 

 

Select FLIGHT, the use the drop down arrow to select your organization, then I 
usually select 60 days instead of 30.  Then to break it down by person, select By 

Personnel and click submit. This makes it easy when tasking someone to 
complete their training. 

(Note it will only show the individuals due within that 60 days.  If they are 
compliant they should not appear on the report.) 

 

 

You can utilize the printer friendly button to print the report. 
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Please note if you would like to view the entire TEAMS User Handbook go to the 
home page.  

This document is meant as a quick reference guide for frequently used options. 

 

 


