[bookmark: _GoBack]HOW TO SELF-ENROLL INTO TMS – WOC
A HOW-TO GUIDE FOR VA LONG BEACH NON-EMPLOYEE HEALTH PROFESSIONS TRAINEES TO REGISTER IN THE TALENT MANAGEMENT SYSTEM (TMS)
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1. CLICK (or paste to browser) WWW.TMS.VA.GOV  (Save this link to favorites on your computer.)

2. Select  CREATE NEW USER

3. Select VETERANS HEALTH ADMINISTRATION (VHA) and click NEXT

4. Select WOC and click on NEXT

5. Create a PASSWORD following the guidelines presented

6. Fill in all asterisked (*) information about yourself accurately.  The password requirements are quite rigid, please read the requirements and when you’ve created a password notate it somewhere.

7. Complete MY JOB INFORMATION, including all requested POINT OF CONTACT (COR) information.

a. Location Code: You must click the funnel to the right of the empty text field.
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b. Then enter LON in the search filed and click Search.  Select VA Long Beach.
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c. VA Point of Contact First Name:  ____________________________

d. VA Point of Contact Last Name:  _____________________________

e. VA Point of Contact email address: ______________________________

f. VA Point of Contact phone number:   562-826-8000 extension: 2_______

g. HIPAA Training Required:        Check This Box   /   Do Not Check This Box
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8. When you complete this page, click    (You may have to wait a minute or more for your account to be created.)	                                                                     

9. You will then be taken to the Congratulations page where you can copy your USER ID. You will need this each time you log in to TMS along with your password. If any errors were identified, you will need to make those corrections before you can proceed.


10. You will then be asked to create your security questions. You will use these to get a new password if you forget your current one.  After selecting your questions & answers, click the SAVE button. Remember these ANSWERS ARE CASE SENSITIVE.

11. Click the CONTINUE button to go to your personal TMS home page where you will find your required training course: Mandatory Training for Trainees.
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Enter the keywords or enter Locaiton Code criteria.
Keywords: ion [ Exact Phrase.





