How to Access Mandatory Training for Trainees
First Time Users
1. Go to the Talent Management System (TMS) Website.  
2. Select the CHECK SYSTEM Link to make sure your computer will work with the TMS.  You will need to ensure your computer is set to enable pop-ups.
3. Click on CREATE NEW USER
4. Select HEALTH PROFESSIONS TRAINEE (NOTE:  DO NOT Select WOC)
5. Create login information:  Contact the TMS Help Desk if you have problems.
· You will need the following VA-specific information in order to self-enroll.  Contact your training coordinator for this information.
· VA Location Code:  OMA
· [bookmark: _GoBack]VA Point of Contact first and last name:   *You must enter VA contact name here.  You will obtain this information from the Program Contact List on the Resident or Student internet page for your program.  (Go to http://www.nebraska.va.gov/index.asp  and then click on the Staff, Clinicians and Trainees tab on the left column.  Click on Student or Resident Training Information and then access the Department Point of Contact by clicking on your program link in the right column).  Write this down so you have the point of contact name and email as you go through the TMS training.
· VA Point of Contact email address:  *You must enter VA email address here. You will obtain this information from the Program Contact List on the Resident or Student internet page for your program.  (Go to http://www.nebraska.va.gov/index.asp  and then click on the Staff, Clinicians and Trainees tab on the left column.  Click on Student or Resident Training Information and then access the Department Point of Contact by clicking on your program link in the right column).  Write this down so you have the point of contact name and email as you go through the TMS training.
 
6. After registering, go back to the Login screen
7. Enter your username and password, and click on Login.  You will be taken to the Assigned Courses page.  (Hint:  your username will always be your email address)
8. Select VHA Mandatory Training for Trainees.
9. Click on the course name link to go to the course. 

More detailed instructions can be found on the following pages.


	User Job Aid: Create New non-VA User Record
Purpose
The purpose of this job aid is to guide users through the step-by-step process of creating the Create New User tool in the VA TMS.  In this job aid you will learn how to:
A. Create New User Record	9 Steps
B. Complete Required Training	6 Steps

	Task A. Create New User Record
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	Step 1
From the Login page, in the brown navigation bar click the Create New User link.
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	Step 2
In the VA TMS Self Enrollment page, select the appropriate employment type.
Step 3
Click Next.
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	Step 4
In My Account Information section, fill in all required fields as noted by the red asterisk, taking care to type accurately when entering your Social Security Number, e-mail address*, and legal name.
*Be sure to use your affiliate email or home email – one that you will read so you see any updates that may be sent!


Step 4a
If you are a foreign national, click the click here link.

Step 4b
If there is a security pop-up click Allow.

Step 4c
In the email pop-up add any additional information to assist the Admin like your name and contact information and click Send. 
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	Step 5
In My Job Information section, fill in all required fields as noted by the red asterisk, entering the data provided by your VA point of contact where appropriate.
· VA Location Code:   put OMA
· VA Point of Contact First Name:  obtain the contact name per the instructions on page 1
· VA Point of Contact Last Name:  obtain the contact name per the instructions on page 1
Step 6
If you are required to take training on the Health Insurance Portability and Accountability Act (HIPPA), click the box.
Step 7
Click Submit.
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	Step 8
From the congratulations page, note your VA TMS USER ID for future use. 
Step 9
Click Continue.
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VA TMS Self Enroliment

Congratulations! You have successfully created a profile in the VA THS. Please copy down the User ID indicated below.
You will need it if you ever need to log in to the VA TMS in the future.
Your VATMS User IDis sample.john1105

To access your mandatory training content, click on the Continue button.





