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User Job Aid: Self Enrollment Validation

Purpose

The purpose of this job aid is to guide administrators through the step-by-step process to move a non-
VA User that was added to TMS using the Create New User tool into the correct TMS domain and VA
organization. This process is referred to as Self Enrollment Validation. In this job aid you will learn how
to:

A. Validate a New Non-VA User (Self Enroliment Validation) 17 Steps

Task A. Self Enrollment Validation
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Step 1
Access the TMS login page
(http://www.tms.va.gov) and login to
your Admin account S s T
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Step 2

Navigate to Users> Tools> Validate
Self Enrolled Users
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Click the Add/Remove Criteria link
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Step 4  Command [Ger]
Add additional search criteria
including: Domain, VA City, VA State, Case sansitive search: e ® o
VA LOC&tIOﬂ COde, VA P0|nt Of User ID: Starts With -
Contact First and Last Name, VA Point Last Nome: D o =
of Contact Email Address, and VA First ame: e teeste | Flnomarion T
Point of Contact Phone Number e nital _ FeoTe
Email Address: [C] Employee Statuses [ FrontLine [¥]v& Contact Last Name
Step 5 “.  UserStatus: [T Employee Types [ Persen I [¥]va Contact email Address
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Step 6

Under Validation Fields to Update Validation Fields to Update
enter the Domain (required), " Domain:

Organization (optional), VA
Organization Code (required), VA Oresnizetion Coder e
Supervisor ID (required), Role ID | Supervierl:
(required), and Sunset Date

(optional) that you would like to
. Please Note: If you modify any of the Validation Fields to Update above you need to click SEARCH again to update the value before you
apply to validated users cick VALIDATE USERS beow

Note: EE
e The sunset date is the date

the TMS User account will be

inactivated automatically. The

default setting of this date is 365

days from the date of entry; if you

know that the last date of the

expected services, appointment, or

contract is different than 365 days,

enter that date here.

Q
Organization: Q
Q
Q

* Role ID: Q, EXTERNAL

Sunset Date: m

Step 7
Click Save As to access the same
criteria for future validations
Note:
If you modify any field after you click
Save As or Search, the change will
not be included in your search criteria.

Step 8
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Enter a Saved Search ID and Saachi] Tnce owords or Corr
Description. This will allow you to
use the same criteria and validation sers _
fields at a later time J“b:' Al
Step 9 Crganizations
Click Submit Orgar

Saved Searches Search | @

Save Search
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Description: [
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Step 10 Domains: Starls With ~ SELF h d
In the search criteria at the top of VA Location Code: Starts Wit -] [Ees =
the page, enter “SELF"* in the VA Point of Contact First p— -
Domain field, your Domain ID in Name:
the VA Location Code field, and A Point of Contact Last Srswin v Tester
the last name of the VA Point of —.
Contact used by your enrollees in AddRomovo Critaria ©
the VA Contact Last Name Field
Validation Fields to Update
Step 11 ) * Domain: Q Ees
Click Search . a
‘Organization:
*A/WGyS add the SELF domain in * WA Organization Code: Q, EEs82032224
the search criteria because users . Supervisor I: Q, frestresTononz |
that still need to be validated are . RolelD: Q, exTeRNAL
in the SELF domain. Sunset Date: ]
Please Note: If you modify any of the Validation Fields to Update above you need to click SEARCH again to update the value before you
click VALIDATE USERS below.
[soven | s s
Step 12 e | Save | s | e
Locate the User(s) In the SearCh 3 Fiel.dChoo&erO Download Search Results 2
results
Step 13 Selact Al / Dessiact A1
. . " 500 ~ reco
USG the Fleld Chooser to dlsplay e n:::: — o “:;rName- Email Address Validate Users
additional fields to narrow your R 002, User 1 e aavames o
search for users or include RS 003, User [§]
additional search parameters to U ol Bl
RUOOS 005, User (=]
narrow the results (e.g., VA a0 07, User o
Location Code) RUCDS 009, User [
RUO10 010, User (]
Step 14 RUDH 011, User [&]
Select the user(s) you wish to T 5 O
. 1233 1231, 1231 |:|
update by adding a check to the o — =
Validate Users box 0117 “u 0
BOBTEST.63 HOBTEST, 63 dayna.regalado@plateau.com (]
Step 15
update value(s)
Click Validate Users EEIEE S
Field Chooser e ’Cl load Search Results XX
Field Chooser ki
1 User ID Organization 1D Hire Date
Select Al / Deselect A
[ Records per Page 5 2 UserName Active Terminated
User ID 3 Emai Address Address Has Access Validate Users
RU002 Emp Status City Locked 3 =
RUOO3
=TT Emp Type State / Province Region 1D E
RUDOS Job Location Postal Code Role ID D
RU007 Job Position Country VA Organization Code L O
RUO0% . i s = D
o | 2
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Step 16 . . i Validate Self Enrolled Users Mg
Confirm your selection of users Q
. . Asslgnment Profilas
and fields that will update e s

including Domain, Organization
and VA Organization Code.

User 10 Name
regalado.daynal (10 Regalado, Dayna
regalado.daynal(i0l  Regalado, Dayna

Record Learning - Multiple

Click the Previous button if you | peasam o « D -
wish to return to the pervious
screen and modify any User,
Domain, Organization, or VA
Organization Code

Step 17
Click the Run Job Now button to
confirm these modifications and
update the user profile. This
button can be used to validate
small groups of users.
OR
Click the Schedule Job button to
confirm these modifications and
update the user profile. This
button should be used to modify
many users at a time.
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