TMS Managed Self-Enrollment (MSE) for Non-Employees
1. Log on to the VA Talent Management System (TMS) site via any computer with internet access @ https://www.tms.va.gov/plateau/user/login.jsp
2. Click on the Create New User link.
[image: ]
3. On the VA TMS Self Enrollment page, select employment type – Health Professional Trainee, then click Next button.
[image: ]
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; proceed to Step 5. If you a foreign national, complete steps 4a – 4c.
4a.   	If you are a foreign national, click the click here link (see screenshot below).
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[image: Screen shot of the security pop-up associated with ste 4b]

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

4c.	In the email pop-up add any additional information 
          to assist the Admin like your name and contact 
          information and click Send.
[image: Screen shot of the e-mail created when a foreign national clicks the link]
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.
· For VA City enter Boston
· For VA State: select Massachusetts from the drop down list
· For VA Location Code: select BHS from the drop down list
· For Trainee Type: select from the drop down list
· For Specialty/Discipline: select the appropriate category from the drop down list. 
· For VA Point of Contact: Enter Laurie Saren VA Outlook e-mail address Laurie.Saren@va.gov and phone number 774-826-3225 your VA contact person. 
· Trainee type is: All other Health care professionals NOT Physician Resident
6. When all required Job Information has been entered, click on the Submit button.
[image: ]

7.	If your TMS self-enrollment was successful, you will receive see a congratulations screen. Make note of your TMS User ID for future use.
[image: Screen shot of the congratulations page showing the location of the user ID for step 8 and Continue button for Step 9]
8.	Click on the Continue button to access TMS.
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.
3/30/12, SMS
Complete Required Training on TMS
1. From the Home page, hover over item title on your To Do List to display the pop-up menu.
2. Click Go to Content option
[image: ]
3. Complete training per instructions. Close the program using the Exit button in the program. Click OK to confirm that you wish to exit the program.
[image: ]
4. When you have completed and exited/closed the program, you will be returned to the Online Content Structure Screen. Click on the Completed Work link.
[image: ]
5. From the Completed Work page, hover over the title of the completed training to display the pop-up menu. Select and click on the Print Certificate option.
[image: ]
Trouble-shooting and Assistance
The Check System link on the VA TMS is an automated tool that confirms the existence of basic, required software on the computer you are using to complete this training.  If one is not in compliance with the requirements, a red “x’ will appear next to the Check System link.  Should this be the case with your computer, please follow the instructions to bring your computer up to the standards that will work with the VA TMS.
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.
													        3/30/12, SMS
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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.
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Ifyou are a VA employee and need a VA THS profile, 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 VAMSEHelp@gpworldwide.com.

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

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,

other senvices are available on theVA Home Page
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