[bookmark: _GoBack]Creating a non-VA TMS account:

Instructions for the Conference Attendee:
A non-VA user can go to the TMS homepage (https://www.tms.va.gov/secureauth35/) and click Create New User to set up a TMS profile. If you’ve previously created a TMS account, please contact VATMSHelp@va.gov
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The user will select Veterans Health Administration (VHA) and click Next
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The user will select Conference Attendee (Those attending a VA-sponsored conference and click Next
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The user will fill in the required fields for their account information and conference information then click Submit
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The VA Location, VA Point of Contact and all conference information will be provided to you.
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Once the user submits their information the following message will display. Click Continue to proceed.
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The user will be prompted to set up security questions. After setting up the security questions click Save 
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The user will be brought to their TMS homepage. Their account will look empty until the account has been validated by your local TMS Admin, the MSE role.
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Instructions for the AIPs:
· You will provide the VA Location – this is your domain, e.g., WNY, MIN, SFC, VA Point of Contact and Conference Information (Scheduled Offering number, Title, Start Date, and Location of the conference) to non-VA attendees before they begin the self-enrollment process.
What happens after the conference attendee self-enrolls?
· A notification will be sent to the VA point of Contact that the user listed when setting up their profile. 

Sample email:
[image: ]

· Once you receive a notification email, please forward it to the your local TMS Admin
· Someone from your site team will validate the account and email you once it has been validated.
· Upon receiving an email that the users profile has been validated, you can now register the user for the scheduled offering they wish to attend.
· Once the user has been registered, the course will show on their to-do list in TMS.
· The user will now attend the training, complete the content, take the evaluation, and proceed to print their certificate.
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Help

Please answer the following question to begin the Self Enrollment process:
tama.

O Health Professions Trainee (Health professionals in VA training programs, including WOC trainees)

O Volunteer (Those volunteering for VA without VA compensation)

OWOC (Those working for the VA without VA compensation)

O Clinical Contractor (Medical professionals working for the VA on a contractual basis)

O Contractor (Non-medical professionals working for the VA who do so on a contractual basis)

O Veterans Service Officer (Non-VA employees that help Veterans with preparing, fiing, and tracking a benefits claim through the VA system)

O DOD (Department of Defense Civilian employees and Active Duty military personnel from any branch of the US Armed Forces)

O Conference Attendee (Those atiending a VA-sponsored conference)

O Federal Non-VA (These holding positions in the Federal government, except the DoD and the VA)

Back Next
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Note: Fiekds marked with * are required
MY ACCOUNT INFORMATION

+ The length of the password must be between 12 and 20 characters.
+ The password must contain the following types of characters:
a Engish lowercase lettrs.
b. English uppercase lettrs.
. Arabic numerais(0,1.2,..9)
. Non alphanumeric special characters (@#$%8" +={"2,/)
+ Characters cannot be repeated more than twice in a row.
+ The password cannot contain user name(login (D).
+ The password cannot contain users first name and last name.
+ The password cannot be the same as any of the previous 24 passwords,
+ The password cannot contain 6 or more Characters in a row from the previous PasSWord.
+ Securty answer must be atleast 5 characters.
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VATMS Self Enroliment

Congratutations! You have successfully created a profile in the VA TMS. Please copy down the User ID indicated below.
You will need it if you ever need o log in to the VATMS in the future.

Your VATMS User ID \s:

You wil be contacted shortly with confinnation of your registration

Continue
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Set Security Questions

In order to simplify resetting your password in the future, you must select 2 security questions and provide answers for them below.

Make sure your answers are something you willremember, are at least 5 characters long, and that you type them the way you always type them as they
be case sensitive.

Question 1 [Select a question
Response
Confirm Response

Question 2 [Select a question
Response
Confirm Response
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There are no items on your Learning Flan

Learning Status

Completed Work

V No completions in the last 30 days.
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Original Message-

From: vatmshelp@va.gov [mailto:vatmshelp@va.gov]
sent: Monday, September 19, 2016 11:35 AM
B

‘Subject: [EXTERNAL] Self Enrollment Account Created

This is an auto generated e-mail from the VA Talent Management System (TMs). A Self Enrollment account was created on the VA TMS that has you listed as the VA Point of
Contact (POC), or VA Contract Officer Representative (COR) for the following individual:

Enrollee Name: Jane Doe

E-mail Address: Jane.Doe @mssm.edu
VA Location: Employee Education System

If this is an official and necessary account for tracking VA training, please ensure this account is validated into the proper TMS Domain. Please see your local TMS Administrator if
you have questions. If this account s not official and necessary, you needn't take any action. The system will automatically deactivate any non-validated accounts in 365 days.
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Enter Username here

Other Login Options

a > > > >
(_Password Login for New Staff ) (_ SSOLogin )(_Forgot Usemame ) Create New User

Welcome to TMS 2.0!

Please remember that as of August 13, 2018, logging in to TMS 2.0 requires your new Usernarme, not your old TMS User ID.
Single Sign-On (SSO) login s stil available by clicking on the SSO Login button above. If you have forgotten your new Userame,
please use the link above to retrieve it read more about it on the TMS 2.0 upgrade website, or contact the Enterprise Service:
Desk as directed below.

Take a Tour of TMS 2.0.

Click on this link to the video tutorial, Navigating TMS 2.0, to take a quick tour.

Need TMS Assistance? (__ Locate Your Local Administrator ) (__TMS 20 Resources Site )

Ifyou need assistance with the VA Talent Management System (TMS 2.0) contact the Enterprise Service Desk by going to the
yourlT Services website or via phone at 1(855) 673-4357. Minimum screen resolution for optimal use is 1024 x 765,
‘Access information on the new Help Desk phone tree here

‘The VA Talent Management System web site is intended for employees and staff of the Department of Veterans Affairs. Veteran-
related information about education, benefits, and other services are available on the VA Home Page

Security Notice: Tis U.S. Govemment computer system is for offcial use only. The fiks on ths system include Federsl records that confsin sensitve
informstion. All actites on this system may be moritored to measura netwerk performance snd resource uizaton o detest unauthorized sccess fo o misuse of
the system orindvidusl fles and ulifes on the system, ncluding persons! use: snd fo profect he operasonsl ntegry of the system. Further use of s system
constutes your consent o such monitoring. Misuse of o unsuthorzed scoess o this system mey resul in criminsl proscuton snd discplinary. sdverse, or ofher
approprite acton.
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@ Help

'VATMS SELF ENROLLMENT

- Ifyou are a VA EMPLOYEE and need a VA TMS profil, do not create an account here. Please contact your local VA TMS Administrator
- If you need assistance with self-enrollment, please contact the VA TMS Help Desk at 1 (866) 496-0463 or via email at VATMSHelp@va. gov.

Please answer the following question to begin the Self Enrollment process:

1 will work at, or will attend an event sponsored by...

O Veterans Health Administration (VHA)

‘The VHAs the nations largest integrated heaith care system, with more than 1,700 hospitals, cinics, community iving centers, domiciares, readjusiment counseling centers, and.
other faciiies

O Veterans Benefits Administration (VBA)
The VA admiisters a variety of benefis and services that provide fivancial and other forms of assistance to Service members, Veterans, thei dependents and sunivors

O National Cemetery Administration (NCA)
The NCA provides buril beneis to veterans and ligile dependents, and operates 131 nstional cemeteies i he U.S. and Puerto Rico

O office of Information and Technology (OIT)
“The OIT acquires, delivrs, and manages technology to VA nd acts as a steward for most of VA's information technology asses and resources

O VA Central Office (VACO)
'VACO i a genereltem covering ll other Pogrem, and Staff Offces





