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When a Student Doesn’t Complete Training  

We all have students that do not finish the training program, or other discipline for one reason or 

another. That student must be completed in TMU© as an incomplete (with training) designation.  

This is done so that the record is completed (not left as attending forever) and so that you may 

track attrition (with reasons) for your program. Do this so your training record isn’t affected.  

Visit www.sdhca.org/cna. Sign in to TMU and then your  record in your state’s TMU© 

database using your Instructor Email or Username and Password. 

Questions? Email SDHCA (details of the issue and screenshots are helpful) or call 1-800-952-3052.  
Remember to contact the SDHCA office with all your questions. You will only contact Headmaster if you are 

having software issues on the day of testing or if SDHCA directs you to their office. We reserve Headmaster to 

score the exams and assist only in more elevated questions. Thank you.  

 

Click on : 

  

  

You can search for the student by placing their name in the search field and clicking on . Once 

you found the student in the list, select  on the right side of the screen:   
 

  
  

http://www.sdhca.org/cna
mailto:luannseverson@sdhca.org


INSTRUCTORS 

How to Complete a Record for a Student/Candidate who did not Complete Training in TMU© 
(For Students who do not successfully complete a training program.) 

 

 How to Incomplete a Student Training | Page 2 of 4 

 

 

Click on : 

  

Click on  and choose :  
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Under , choose : 
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A  field will appear allowing you to select the reason that the student was unsuccessful 

in training, please select the most relevant reason in your individual student’s case   
  
After you change the student from ‘Attending’ to  and select a ‘Reason’ enter their 

last day of attendance or today’s date (in the  if they did not return to the program 

and click :  
 

 

 

 

  

 

 

The student’s record  shows : 

  

The student’s record is now completed, and they will be removed from your list of current 

students.   

 

Questions? Email SDHCA (details of the issue and screenshots are helpful) or call 1-800-952-3052.  
Remember to contact the SDHCA office with all your questions. You will only contact Headmaster if you are 

having software issues on the day of testing or if SDHCA directs you to their office. We reserve Headmaster to 

score the exams and assist only in more elevated questions. Thank you.    
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