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How to take TMS Courses

VHA Mandatory Training for Trainees
In order for you to train at VA, you are required to complete mandatory training programs as assigned in the VA Talent Management System (TMS).  

To use the TMS, you must self-enroll and create a profile at http://www.tms.va.gov. Once you are at the TMS website, follow the steps listed under “Step By Step Instructions” (see detailed instruction page) to create your profile
 
Required training may not become immediately available until up to 24 to 72 hours from initial registration. Launch the assigned training courses and complete all of the content prior to coming to the VA to begin your clinical training. Once you have completed all of the training prerequisites you will be then be able to self- register for an orientation date right in TMS.  Please note, that your training is good for one year so if your training program is longer than a year, you will be required to take a refresher course in TMS in order to continue with your program at the Cheyenne VA Medical Center.


IMPORTANT:  You will need the following information in order to complete the self-enrollment process in TMS the failure to enter the data exactly as shown below will result in the incorrect assignment of training and will prevent you from being able to sign up for an orientation date:
· I am….. Health Professional Trainee
· VA Location Code: 
CORRECT LOCATION CODE: CHY (Cheyenne VA Medical/Regional Office Center)
WRONG!!! LOCATION CODE: 442 (VBA Cheyenne Regional Office)
· VA Point of Contact First Name: Raymond
· [bookmark: _GoBack]VA Point of Contact Last Name: Garwacki
· A Point of Contact Email address: CFEDPublic.Website@va.gov

1. If you experience any difficulties with TMS, please contact the               TMS National Help Desk at vatmshelpdesk@va.gov OR at 1 (866) 496-0463 (M-F between 8am and Midnight EST) 
2. If you are a current/former employee of this or any other VA Facility or a student who has rotated at a different VA facility. Please  send an e-mail to CFEDPublic.Website@va.gov in the subject line put “TMS-Former-Current Student/Employee” in the body of the message  please provide the name of the facility where you are working or worked/rotated in the past and your current full legal name and any past names you might have gone by, name of school, program and instructors name and e-mail 











TMS Detailed Instructions
Step-by-Step Instructions
1. From a computer, launch a web browser and navigate to http://www.tms.va.gov
2. Click the [Create New User] link located near the SIGN IN button.
3. Select the radio button for “Health Professions Trainee”  DO NOT SELECT "WOC"
4. Click the [Next] button
5. Complete all required fields, and any non-required fields if possible.

a. My Account Information:
i. Create Password 
ii. Re-enter Password
iii. Security Question
iv. Security Answer 
v. Social Security Number*  (If you do not have a Social Security Number, follow the on-screen instructions when registering.)
vi. Re-enter Social Security Number
vii. Date of Birth 
viii. Legal First Name
ix. Legal Last Name
x. eMail Address (Enter your personal email address. The eMail address will be used as your UserID when you login)
xi. Re-enter eMail address 
xii. Phone Number (Enter a number where you can be reached by VA staff if issues arise with this self-enrollment process or in other circumstances)

b. My Job Information:
i. VA City – (Enter the city of the VA training facility)
ii. VA State – (Select the state of the VA training facility)
iii. VA Location Code – (Select the Code that was provided by your VA Point of Contact)
iv. Trainee Type 
v. Specialty/Discipline
vi. VA Point of Contact First Name (Enter the name that was provided by your VA Point of Contact)
vii. VA Point of Contact Last Name (Enter the name that was provided by your VA Point of Contact)
viii. VA Point of Contact Email (Enter the email that was provided by your VA Point of Contact)

Once you have entered all of the required data, click the “Submit” button.  Your profile will be immediately created. Copy and save the UserID displayed to you on the confirmation page, as you will need this for future logons to the VA TMS. Once done, click on the “Continue” button and wait until your “To-Do” list is displayed with the title of the mandatory training course.
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