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	Mandatory Training Instructions for VA Loma Linda Clinical Trainees 

Purpose

The purpose of these instructions is to guide trainees (students and residents) through the step-by-step process of creating the Create New User tool in the VA TMS.  In these instructions 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 Health Professions Trainee.
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 (to receive notifications), and legal name; proceed to Step 5.
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 please add Carmellia.Hall3@va.gov 
To the cc; line and include your name, phone #, and brief description of the problem 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.

VA Location Code: LOM(VA Loma Linda Healthcare System)
VA Point of Contact:  John Byrne

VA Point of Contact Email:

vhalommandatorytraining@va.gov
*not monitored do not send correspondence to this address
Step 6
Click Submit.

	

	
	Step 7
From the congratulations page, note your VA TMS USER ID and password for future use. You will need it to take the refresher course if you will be rotating at the VA in the future.
Step 8
Click Continue.
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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.







	Task B. Complete Required Training

	
	Step 1

From the Home page, hover over item in your To Do List to display the pop-up menu.

Step 2

Click Go to Content.

Step 3

Complete training per instructions.
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	Step 4

On the Online Content Structure page, click the Completed Work link.
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	Step 5

From the Completed Work page, hover over the title of the completed training to display the pop-up menu.

Step 6

Click Print Certificate.
Submit your certificate to the VA Clinical Education Office.

VA Main Hospital Room 2A-04

Fax 909) 777-3828

Email: 

Kevin.Morris3@va.gov
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Frequently Asked Questions 


Additional FAQs are here: http://www.va.gov/OAA/mandatory.asp
Where can I find more information about the VA Mandatory Training?


http://www.va.gov/OAA/mandatory.asp
Who do I contact for help with the TMS Website?

If you do not have a Social Security Number, or if you experience any difficulty creating a profile or completing the mandatory content, contact the VA MSE Help Desk at 1.888.501.4917 or via email at VAMSEHelp@gpworldwide.com.

What is the VA specific information that I need to register for an account?


VA Location Code: LOM(VA Loma Linda Healthcare System)

VA Point of Contact:  John Byrne


VA Point of Contact Email: vhalommandatorytraining@va.gov * do not send correspondence to this address

VA Point of Contact Phone Number: 9095836850
How often do I need to complete VA Mandatory Training?


Initially upon registration with the VA and every 365 days after that if you will still rotate at the VA.

The Annual Refresher Course for VHA Trainees is for clinical trainees who have already taken the VHA Mandatory Training for Trainees, but have been in a VA training program long enough that they must retake the required annual training modules.
Will I receive a reminder that training is due?


Yes you will receive an automatic email from the TMS system as a reminder.

How long does it take to complete the initial training?


Approximately 30-45 minutes

How long does it take to complete the refresher course?


Approximately 15-20 minutes

Can I stop and resume the course at a later time?

Yes. Using your TMS login and password, trainees will have an individual login and can stop and start the course at any time, even if accessing the course from a different computer.
Who tracks my personal information and for what purpose?

The Associate Chief of Staff for Education Clinical Education Department to ensure that all clinical trainees are familiar with our mission, patient population, trainee supervision requirements, information security and privacy, among others.  If the mandatory training is not complete you will not be able to be fingerprinted, receive computer access, or a VA Identification badge to start your rotation with us.  
Your SSN is used only as a unique identifier in the system to ensure users do not create multiple profiles.  The SSN is stored in a Private Data Table that cannot be accessed anywhere via the VA TMS interface.
Contact us at (909) 583-6850 for additional questions. 
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