Profile Maintenance (PM):.
Add New and Edit Employee Profile
Job Aid

o

Talent
Management
System

July 2016
Version 1.2



Talent
Managemen A LU
‘@ i Vn ‘

VA LEARNING UNIVERSITY
Table of Contents
Add NeW EMPLOYEE Profile.......oeeeeieiiie ettt ettt e e e e sttt e e e e e e s nnabbeeeaaaeeaanns 3
USEI PrOTIIE ..ttt ettt n e s e e et n Rt e e n et Rt e 4
TMS User ID | User ID EXCEPLION | TIMS USEI .....uuiiiiiiiiiiiiiiiiee ettt e e e e e 4
EMPIoYEe TYPE | TIMS DOMAIN ..ceiiiiiiiiiieii ettt e e e e e et e e e e e e e nbe e e e e e e e e e snnbnaeeeaeeeeaanneeees 4
S35 N SO 4
DALE OF BIMTN ..t 6
First Name | Ml | Last Name | SUFFIX .....eueeeiiiee et 6
(g P T A e T 1 o PSRRI 6
B[] o o Tt 1T ] TP U PR PT RPN 7
Station | DUtY COAE | TIME ZONE....ciiieeiiiiiiieieeee e e e ettt e e e e s st e e e e e s s st areeeeeeesesastaareaaeessansnnreneeaeeesanns 7
Address | Address EXception | City | STAE | ZiP «..veeeeeeeeiiiiiieiiiee et 7
Job Title | Phone 1 Type | Phone 2 Type | PRONE 3 TYPE ...veiiiiieiiiiiiiiee et 9
VA Organization | T&L UNi......cceeiiiiiiiiiiie s eectieie e e e st e e e e e e st e e e e e e e s st ae e e e e e e s s annntnneeeaeeesnnnnenes 10
TIMS USEI ROIE .ttt ettt e e s et s e e n e e s e e e e e nnn e s ne e e nnn e e e 10
ST U] 1= Vo (PSRRI 10
Profile MainteNanCe USEITLEVEL ... ettt e e e e e e s aeeeaaaeeeanns 12
O] 0] 0T 1P POTPTP 12
EHRI ANG OFNEI ...ttt ettt e e e s e s Rt e e e e be e e ser e e re e e neneenareas 13
Managed Self-ENrollMent (MSE)...........uuiiiiiiiiiiiiie ettt e e e e et e e e e e e e s e sanabee e e e e e e e e e nnnenees 13
SAVE the NEW PrOfile ...t e ettt e e e e e e ettt e e e e e e e e nnbreeeaaaaeaanns 13
Edit EMPLOYEE PrOfilE ...coi ittt sttt ettt sttt ettt e e st e e e st e e e snbne e e e nnnneeas 14
Y CT Vo g T o] 0] o PRSP 14
SEAICH DY NAME e ettt e e e e e e ettt e e e e e e s st e e e e e e e e e annnreneeeaeas 14
Search DY EMail AQUIESS ...oooiiiiiiiieieee ettt e e e e e e ettt e e e e e e s nnbe e e e e e e e e e annreneeeaens 16
Search by Social Security NUMDEI (SSN) ....coiiiiiiiiiiiiie e e e e e e s e e e e e e e e aans 18
SEaArCh DY PErSON ID (PID) ...ceiiieiieie e e ettt e e e sttt e e e s e st e e e e e e et e e e e e e s e snntaaneeaeeesaasnnbnneeeaeesanns 20
Edit USEI Profile. ...ttt ettt e e e e ettt et e e e e e e s bt et e e e e e e e s e annbbeeeeaaeeeaannnnnees 22
o [T = T AN T I 1 1= PP SR 23
o 1Y ] RSP PTPPR 25

VALU Add New and Edit Employee Profile || 2



D i VALV

VA LEARNING UNIVERSITY

Add New EMPLOYEE Profile

There are a number of reasons why one would create and edit a VA Talent Management System (TMS)
user profile manually using the Profile Maintenance (PM) utility.

e Since employee information is added to the Educational Data Repository (EDR) via a feed from
our Human Resources (HR) system of record, there can be a significant delay between the time
that new employees arrives at a VA station and the time when their User profiles are
automatically created in the EDR.

e Itis desirable to have the employee user profile created in the EDR/TMS prior to arrival of a new
employee so that the employee can complete mandatory training prior to being given access to
other VA systems and because at some stations New Employee Orientation is partially
conducted using the TMS.

e All user profiles need regular maintenance over time. Those updates are completed by editing
the user profiles using PM.

This job aid will assist you in adding a new employee profile in Profile Maintenance and editing it over
time. First, the fields and steps needed to create a new employee profile are explained and outlined.
Second, the process for editing an employee is explained.
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User Profile
Using a web browser, navigate to: https://vaww.tmsadmin.aac.va.gov/ProfileMaintenance/default.aspx

Select the Add New User Profile link. The User Profile displays.

rUser Profile

[ [Ouevocemon @ msusr
Employee Type (Required): |__ SELECT -- TMS Domain: IRMGTJ;';EMD.
*SSN (Required): 1 | [verify ssn | (Do not indude dashes)

*Date of Birth (Required): l:l (MM/DD/YYYY)

*First Name (Required): | ‘ MI: | | #Last Name (Required): ‘ ‘ Suffix: ‘

Email: | | wrwoge: [ ]

Job Location: |- seLecr --

Station: | Duty Code: | Time Zone: [Eastern Standard Time (America/New_York) ]
Address: [ | @Address Exception

Figure 1 — VA TMS Profile Maintenance Add New User Profile Home Screen

TMS User ID | User ID Exception | TMS User

Once the form opens, the TMS User ID field should be inaccessible. The User ID Exception checkbox is
used to override the automatically generated User ID, and the TMS User checkbox should remain
checked.

Employee Type | TMS Domain

The Employee Type field is a required field; select EMPLOYEE from the dropdown. TMS Domain defaults
to your domain. If needed, you can select a different domain from the TMS Domain dropdown list. If
you choose to change the default TMS domain that is offered, you should pause for a couple of seconds
as the screen will refresh with associated other data.

SSN

The SSN (Social Security Number) field is a required field; enter an SSN. Ensure the SSN displays correctly
in the Verify SSN area.

VALU Add New and Edit Employee Profile | 4
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The steps to complete the TMS User ID, User ID Exception, TMS User, Employee Type, TMS Domain,
and SSN fields are listed in the table below.

STEP ACTION DETAILS

| |
1 Select the Add New User Profile  |[™™

link. The ADD Form displays.

2 The TMS User ID field should be | tus t==r 10-
inaccessible. Ensure you cannot
access this field.

3 Verify the User ID Exception

@UserID Exception
checkbox is not selected.

4 Verify the TMS User checkbox is e e
selected.

5 From the Employee Type Employee Type (Required): [EmpLOYEE
(Required) dropdown list, select
“EMPLOYEE”.

6 Verify the TMS Domain field has TMS Domain: IRHGT (.“SEHD

defaulted to your domain. If
necessary, select the
appropriate TMS Domain from
the dropdown list.

7 Enter the employee’s SSN (do ‘ *SSN (Requir=d): ‘
not include dashes) into the SSN
(Required) field.

8 Roll your mouse over the Verify
SSN area to display the SSN and
ensure it has been entered
correctly.

1123456789 |

Table 1 — Add New Employee User Profile Steps 1-8
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Date of Birth
The Date of Birth is a required field; enter a date of birth following the MM/DD/YYYY format.

First Name | Ml | Last Name | Suffix
The First Name and Last Name fields are required fields. If desired, you may enter a middle initial (M)
and/or a suffix in the Ml and Suffix fields.

Email | NT Login
Enter the employee’s Email address.

Enter an NT Login in the NT Login field, if known. (Note: NT Login is the user name that one uses to login
to VA Desktops.)

The steps to complete the Date of Birth, First Name, MI, Last Name, Suffix, Email, and NT Login fields
are listed in the table below.

STEP ACTION DETAILS

I ]
9 Enter the employee’s date of

birth in the Date of Birth
(Required) field, making sure
to follow the MM/DD/YYYY
format.

"Dste of Bt (Required: (oo

Enter the employee’s first *First Name .
10 ploy (Required): FIRST | MI: |

name in the First Name
(Required) field. If desired,
enter the middle initial in
the Ml field.

11 Enter the employee’s last *last Name (Required): [LasT Suffix:
name in the Last Name
(Required) field. If desired,
enter their suffix in the
Suffix field.

12 Enter the employee’s email Email: lemail@email.com
address in the Email field.

13 Ifknown, enter the NT Login: | VHAISWNAMEF |
employee’s NT Login in the
NT Login field.

Table 2 — Add New Employee User Profile Steps 9-13
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Job Location

Select the appropriate option from the Job Location dropdown list. Selection of a job location will
trigger the population of other data on the screen, so you should pause for a couple of seconds as the
screen is refreshed with that associated data.

Station | Duty Code | Time Zone
The station is automatically generated based on the selected job location; verify that the correct station
is displayed in the Station field. If it is not correct, access this field to make changes.

The duty code is automatically generated based on the selected job location; verify that the correct duty
code is displayed in the Duty Code field. If it is not correct, access this field to make changes.

The time zone is automatically generated based on the selected job location; verify that the correct time
zone is displayed in the Time Zone field. If it is not correct, select the appropriate option from the
dropdown list.

Address | Address Exception | City | State | Zip
The Address, City, State and Zip fields are all automatically populated based on the selected job
location. These fields should not immediately be accessible.

Note: These fields can be made accessible if the Address Exception checkbox is selected. In the event
that the individual’s actual address differs from that assigned to the job location, select the Address
Exception checkbox and edit the necessary address information. An individual’s address entry in PM and
in the TMS should reflect their office location, not a home address.

VALU Add New and Edit Employee Profile || 7
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The steps to complete the Job Location, Station, Duty Code, Time Zone, Address, Address Exception,
City, State, and Zip fields discussed are listed in the table below.

STEP ACTION DETAILS

14 Select an option from the Job Location Job Location: [ setect ‘
dropdown list. Your selection will auto-
populate the Station, Duty Code,
Address, City, State, and Zip fields when
default information exists for that
location in the database.

15 Verify the correct station is displayed. If it ~|S@tom: 200
is not correct, access the Station field
and enter the correct information.

16 Verify the correct duty code is displayed. Duty Code: ¢ |
If it is not correct, access the Duty Code
field and enter the correct information.

17 Verify the correct time zone is displayed. Time Zone: [Eastern Standard Time (Americs/New_Vork) =
If it is not correct, select the appropriate
time zone from the Time Zone dropdown
list.

18 Verify the address, city, state, and zip ddress St
code are correct. If changes are needed,

select the Address Exception checkbox to
make these fields accessible and make
the needed updates.

Table 3 — Add New Employee User Profile Steps 14-18
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Job Title | Phone 1 Type | Phone 2 Type | Phone 3 Type

Enter any appropriate job title information into the Job Title field. Previously, this information was
directly associated with an individual’s job position as reported via the HR system of record, but this
field now can be manually managed through PM and via the TMS interface. This information will NOT be
overwritten by a VA HR feed. An individual’s job title should reflect the role that individual plays in their
organization (e.g., “Project Manager” or “Lawn Care Specialist”).

Identify the type of phone number in the Phone 1 Type textbox. This typically will be the Office Phone.
Input the corresponding phone number in the Number field.

As needed, identify the type of phone number in the Phone 2 Type textbox. This typically will be the
Office Mobile Phone. Input the corresponding phone number in the Number field.

As needed, identify the type of phone number in the Phone 3 Type textbox. This typically will be the Cell
Phone. Input the corresponding phone number in the Number field.

Note: All phone number entries should be work related and not home or personal numbers.

The steps to complete the Job Title and Phone Type fields are listed in the table below.

STEP ACTION DETAILS
| |
19 Enter Job Title in the Job Title field. Jab Title: Business Analyst | ‘
20 Enter the phone type in the Phone Phone 1 Type: Mobile |
1 Type field.
21 Enter the phone number in the

Mumber: |123-456-7890

Number field for phone 1.

22 As needed, enter a phone type in Phone 2 Type:

: ‘Office
the Phone 2 Type field.
23 Enter the phone number in the ‘ Number: |456-789-1234 ”
Number field for phone 2.
24 As needed, enter a phone type in Phone 3 Type: |Fax

the Phone 3 Type field.

25 Enter the phone number in the ‘Number; |789-123-4567
Number field for phone 3.

Table 4 — Add New Employee User Profile Steps 19-25

VALU Add New and Edit Employee Profile || 9
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VA Organization | T&L Unit
The VA Organization is a required field. Please make the appropriate selection from the dropdown list.

The T&L Unit field is populated only for government employees. You can choose to enter a T&L Unit
when creating an employee profile if desired, or you can wait for the HR feed to update this field when
the user is included in it. In either case, when the user appears in the HR feed, the data that will be in
PM and the TMS will be that which is in the HR feed.

Note: As stated above, a reason to create an employee profile in PM is due to the delay in HR data
arriving at the EDR. If a local administrator who is creating the profile wants automated assighments
that utilize this field to make the assignments, then manually populating this field would be desirable.
However, once the HR data arrives, it will overwrite anything entered manually if the HR data is different
from the manual data entry.

TMS User Role
The TMS User Role for employees should default to STANDARD. You should not have access to the TMS
User Role field as this information is determined by the Employee Type selected earlier.

Supervisor
You may either enter the employee’s supervisor TMS User ID in the Supervisor field or use the Search
function to locate the supervisor.

Note: When the HR feed includes the supervisor of record information, this field may be managed
through that feed.

VALU Add New and Edit Employee Profile | 10
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The steps to complete the VA Organization, T&L Unit, TMS User Role, and Supervisor fields are listed in
the table below.

STEP ACTION DETAILS

26 Select a VA Organization *VA Organization (Required): [ sELECT -
from the dropdown list.

27 Enter a desired T&L Unit in Tal Unit:
the T&L Unit field, if desired.

28 Verify the TMS User Role TMS User Role: [STANDARD ~
field has defaulted to
STANDARD.
29 Enter the emp|oyee’s Supervisor: h—Current Selection
supervisor’s first and last [ Search
name in the First Name and FrstName: [ |
Last Name fields then select e ermes |:|
Search to locate the entered
supervisor.

Table 5 — Add New Employee User Profile Steps 26-29

VALU Add New and Edit Employee Profile || 11



O iz VALU

VA LEARNING UNIVERSITY

Profile Maintenance User/Level
The Profile Maintenance User/Level checkbox should be checked. You will select an option from the
Profile Maintenance User/Level dropdown list.

Note: Giving a user access to administer Profile Maintenance is a restricted permission. Typically, one
would NOT give administrator access to a system when first creating their record as a new user. The
individual should be trained and vetted prior to being given administrator access to PM. Only certain PM
Administrators have access to this setting.

Comments

You may enter any user profile comments in the Comments textbox.

The steps to complete the Profile Maintenance User/Level and Comments fields are listed in the table
below.

STEP ACTION DETAILS

30 Select the Profile Profile Maintenance User/Level:
Maintenance User/Level
checkbox.

31 Select an option from the Profile Maintenance User/Level: JRMGT_CSEMO| v |
Profile Maintenance

User/Level dropdown list.

32 Enter any user profile Commens:
Comments in the textbox.

Table 6 — Add New Employee User Profile Steps 30-32
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EHRI And Other

In the EHRI And Other area of the form, enter an eProfile ID (if known); otherwise, leave blank. The
eProfile ID field is used to manage a TMS user’s Accreditation Council for Pharmacy Education (ACPE) ID.
This will be applied when a TMS user is applying for ACPE accreditation. It should only be filled in for
personnel who have this requirement.

The step to complete the EHRI And Other area of the form is listed in the table below.

STEP ACTION DETAILS

33 Enter an eProfile ID in
eProfile ID field located | eProfile1b:
in the EHRI and Other
area of the form, if you
have that information
for the user.

Table 7 — Add New Employee User Profile Step 33

Managed Self-Enroliment (MSE)
This section of the Add Form will initially be collapsed as no data can be entered when adding an
employee record.

‘l MSE Expand

Figure 2 — Managed Self Enrollment (MSE)

Save the New Profile
After reviewing your data entries for the new profile, use the following steps to save the new record in
PM and create it in the TMS.

STEP ACTION DETAILS
I [
34 Select Submit to create and save Submit
this record.
35 If you were unsuccessful, fix the S ubmit

errors indicated by the onscreen
messages and select Submit.
Continue until you are successful.

36 When the Message from webpage T =
prompt displays, select OK to save
Changes. I: :I Save Changes?

ok || cancel |

Table 8 — Add New Employee MSE Steps 34-36
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Edit EMPLOYEE Profile

It is not uncommon to need to make changes in the information contained within an employee profile in
the TMS. As we do NOT allow editing of such information directly within the TMS, Profile Maintenance is
the place to make these changes.

Search Options

Using a web browser, navigate to: https://vaww.tmsadmin.aac.va.gov/ProfileMaintenance/default.aspx

Select the Search link located at the top of the page to display the available search options. Then you
will select one of the four search types to locate the employee’s Profile Maintenance record: Search by
Name; Search by Email Address; Search by SSN; or Search by Person ID.

Search Types

Search bv Email Address
Search by SSN
Search by Parson 1D
Figure 3 — Search Types

Search by Name
To conduct a search for employees by their first and last names, follow the steps provided in the table
below.

STEP ACTION DETAILS
| |
1 Select Search by Name in the Search Types
Search Types section. )
+ Search by Name
& Secerd b Ervil fickirisis
* Search by SSN
+ Search by Parson |0
2 The Search Criteria text entry Saarch Ceaie
fields appear Do S
’ First Name [ |
Last Nm| ]
| Search |
3 Select the appropriate domain Search Critesia
from the Domain dropdown Dorerc |OHRA v
list.
4 If you want to search the Seerch Criteria
entire selected domain, select Domain | OHRA V| ¥ Search Al
the Search All checkbox.
5 Enter the employee’s first First Name: [ | ‘

name in the First Name field.

VALU Add New and Edit Employee Profile | 14
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STEP ACTION DETAILS

I I
6 Enter the employee’s last ‘ Last Name: | ‘
name in the Last Name field.

7 Select Search.

8 When the search results ] ina Tz Sucsrase | Eation) o TAL b
. Salect | LAST.FIRSTO1S |GiRa | LAST, FIRST Cankractor | HEIP VAL LEARNING INFRASTRUCTURE | =
appear, select the Select link s o TR0 |uka | T, ST Moo | | Vlutem |15 433 S monan RESGURGEBAOMIN L
] Bebes| |PREV |LAST.111. FIRET.421| Empbeyes {zo0 & =
next to the desired em ployee m;'i i-r;oT um_—;;_m;n;: . . = ‘_|_ A
record to navigate to that atect | PROV  |LasT.a11. FIRST 21| tmctoven oo |a -4
record.
9 The selected employee User b
. . TMS User 1D I LiariD B s
Profile record displays. You can | |eowne o e oo T
now edlt the record. "SSN (Reniiredl: [resassane Verity 558 (Do rest inchiste Saghas)
P i DoY)
Py fst.111 L *Laat Name (Requred): [laar111 St
ek Locabon: [~ sevect — =
Sutient o Duty Cades [ Time Zane: [Costral Standard Tamn [Americs) Chicags) =}

Table 9 — Search by Name

VALU Add New and Edit Employee Profile | 15
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Search by Email Address

To conduct a search for employees by their email addresses, follow the steps provided in the table
below.

STEP  ACTION DETAILS
| T
1 Select Search by Email Search Types
Address in the Search )
= Search by Mame
Types section. * Search by Email Address
* Search by SSN
= Search by Person (D
2 The Se.arch Criteria text Bt e
entry fields appear.
Domain: [ OHRA V| [ search Al

Emsil Address: | |

[ Search ]
3 Select the appropriate Search Criteria
domain from the Domsin  |OHRA v
Domain drop down list.
4 If you want to search Search Criteria
the entire selected Domain | OHRA V| ¥ Sesrch Al
domain, select the
Search All checkbox.
5 Enter the employee’s ‘EnﬁilAdﬁess:l |‘
email address in the
Email Address field.
6 Select Search.
7 When the search results
Select | LAST.FIRST031% OHRA LAST, FIRST Contractor | HCIP VALU LEARNING INFRASTRUCTURE lv_
appear’ seIECt the SEIeCt Select | LAST.FIRSTO101 OHRA LAST, FIRST MIDDLE Volunteer | HCIP ASST SECY/HUMAN RESOURCES/ADMIN "/_
||nk next to the desired Select PROV [LAST.111, FIRST.111 Employes 200 |A =
I d Select PROV |LAST.111, FIRST.111 Employee 200 A F
employee record to — el Ty e = |r =
navigate to that record' Select PROV  |LAST.111, FIRST.111 Employee 200 A F
Select PROV  |LAST.111, FIRST.111 Employes 200 A 7]

VALU Add New and Edit Employee Profile | 16
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STEP ACTION DETAILS

I I
8 The selected employee

User Profile record

User Profile

THS Uaer (03 = luserto Enception | s user

Emplayes Type = =] THE Domain: 1 CREND =
fmpioyen [ermiavee | [ener_csenn =]

displays. You can now e ] [vertyssn (0 it i s
. “Gate of Birth
edit the record. (P

ekad | mamroree

:-F"".'.':.'s'if Y T M “Last Name (Required): [lor 177 Sutfiv:

Email; Wrrogn: |

Job Lecetien: =T -- |

Station;

Tire Zone: [Central standard Time (America/ Chicaga) =}

Table 10 — Search by Email Address
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Search by Social Security Number (SSN)
To conduct a search for employees by their Social Security Numbers (SSN), follow the steps provided in
the table below.

STEP ACTION DETAILS

1 Select Search by SSN Search Types
in the Search Types i )
section. + Search by Email Address
+ Search by SSN
# Sesrch by Person |0
2 The Search Criteria Search Criteria
text entry fields Domain: [ Search All
appear SSN:  |Ends with [v]]
Search
3 Select the appropriate | Search Criteria
domain from the Domein | OHRA o
Domain drop down.
4 If you want to search Search Criteria
the entire selected Domsin | OHRA V| ¥ Sesrch Al
domain, select the
Search All checkbox.
5 Select the type of SSN ‘ SSM |Ends With W ‘
search to conduct by
selecting the SSN
search criteria drop
down.
6 Enter the employee’s ‘ [123456789 \‘
SSN in the SSN field.
7 Select Search.
8 When the search
Select | LAST.FIRST0319 OHRA LAST, FIRST Contractor | HCIP VALU LEARNING INFRASTRUCTURE lv_
results appear, select | e woor vohmen e s ey et sesouncem =
the Select ”nk next to Select PROV [LAST.111, FIRST.111 Employee 200 |A =
. Select PROV |LAST.111, FIRST.111 Employes 200 A =
the deSIred employee Select PROV |LAST.111, FIRST.111 Employee 200 A F
record to navigate to Select PROV [LAST.111, FIRST.111 Employee 200 A F
Select PROV |LAST.111, FIRST.111 Employee 200 A F

that record.

VALU Add New and Edit Employee Profile | 18



B, Talent

Marzgem VALU

VA LEARNING UNIVERSITY

STEP ACTION DETAILS

I ]
9 The employee record

displays. Now you can

Uer Profile

e [ huserio Exception ] s user

Bl : =] THS Gomain: T3 =
ot [emmavee | [wer_caemn =]

edit the record. "o (Requred)  [sesameeer erity 550

| (D% et include dashes)

o (MWD

oriest Warme Ferery I | "Last Name (Regured)t [jage 111 ==
Email: HT Lagin:
Jub Lesstien: [~ smec -- 3

Santion:

200 Duty Code: [ ] Time Zene: | Thme m =

Table 11 — Search by Social Security Number
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Search by Person ID (PID)
To conduct a search for employees by their Person ID (PID), follow the steps provided in the table below.

STEP ACTION DETAILS
] I
1 Select Search by Person Search Types
ID in the Search Types )
+ Search by Mame
section. + Search by Email Address
e Search by SSN
# Sesrch by Person |0
2 The Search Criteria text Search Criteria
entry fields appear. Domain [RMGT_CSEMO =] ¥ Search Al
Person ID: |

3 Select the appropriate Search Criteria
domain from the Domeic  |OHRA o
Domain drop down list.
4 If you want to search Search Criteria
the entire selected Domain | OHRA V| ¥ Search Al
domain, select the
Search All checkbox.
5 Enter the employee’s Pesson ID;
Person ID in the Person
ID field.
6 Select Search.
7 When the search results T = Y aties | uFe TRV
a ear Select the Select | LAST.FIRST031% OHRA LAST, FIRST Contractor | HCIP VALU LEARNING INFRASTRUCTURE |7
pp ’ Select |LAST.FIRSTO101 OHRA |LAST, FIRST MIDDLE Volunteer | HCIP ASST SECY/HUMAN RESOURCES/ADMIN =
select ||nk next to the Select PROV  [LAST.111, FIRST.111 Employee 200 |A =
d . d | Select PROV  [LAST.111, FIRST.111 Employes 200 A 3
esire em p Oyee Select PROV  |LAST.111, FIRST.111 Employee 200 A F
r‘ecor‘d to na\“gate to Select PROV |LAST.111, FIRST.111 Employes 200 |A ~
Select PROV  |LAST.111, FIRST.111 Employee 200 A =4

that record.
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STEP ACTION DETAILS

I I
8 The employee record
dlsplays. Now you can Smployes Type [erriovee =] ™5 Dormain: [wmg_ceemn =]
edit the record. T e varity 550 ] e e

t‘r-:kui?:ﬁ:“h (MMTONYTY)

User Profile

[Tep— [ hiserie Exsesion [ 1w uaer

oriest warme ey M | "Last Name (Regured)t [jaye 111 e

st HT Logini |
Job Lecstion: [~ =eecr - =]

SApticn; 200 Duty Code: [ | Time Zene: | Time 0 Y o =l

Table 12 — Search by Person ID
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Edit User Profile

When editing an employee profile in the PM interface, data fields sourced from the VA HR system of
record will be inaccessible for editing. Some fields in the top section of the User Profile are accessible in
the Edit form so you can make any required changes and updates to the data in them. Other fields will
be initially greyed out, such as the Address field, with the option of making them editable by using an
associated “exception” checkbox.

Note: The TMS User ID can be edited once the User ID Exception checkbox is selected.

THE Uzar 10 WOUSE MICKEY0771 | | It Excaplion EETT
Emplayes Ty pe EMPLOVEE | THS Demsin: [oHRA 2
(Bmguared):
LT T ) P e — | werity ssn | 102 rot immiute gmeten)
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Figure 4 — User Profile Example
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Edit EHRI And Other

Most of the data fields in the EHRI And Other area of the form are sourced from the VA HR system of
record. Those that are not can be edited here by a PM administrator, as well as by a TMS user in their
TMS Talent Profile.

The eProfile ID field is used to manage a TMS user’s ACPE ID. This will be applied when a TMS user is
applying for ACPE accreditation. It should only be filled in for personnel who have this requirement.

The other editable fields (Grade or Rank Prior to 1 SES, Start Date of 1% SES Position, Veteran Status,
If Vet Branch of Service, If Vet Mil Separation Date, If Vet Rank at Separation, and OGA — Other
Government Agency) should only be used for VA Senior Executives, as there is no business reason to
capture this data for other TMS users.

Follow the steps in the table below to complete those fields that need to be edited.

STEP ACTION DETAILS
| |
1 Select Expand to open EHRI And Other. EHRI And Other Expand
2 Enter eProfile ID only when personnel have  [eprofile 10: |:I‘

this requirement as indicated in the
information above.

3 Select Grade or Rank Prior to 1% SES from e El
the dropdown list.

4 Enter Start Date of 1t SES Position in the Start Date
) of 1st SES
field. Position:
5 Select Veteran Status from the dropdown Veteran Status: I =
list.
6 Select If Vet Branch of Service from the If Vet [ =]
. Branch of
dropdown list. Service:
7 Select If Vet Mil Separation Date from the If Vet Mil Separation Date: | =

dropdown list.

8 Select If Vet Rank at Separation from the ;ft\fet Rank | =1

dropdown list. Separation:
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STEP ACTION DETAILS

T
Select OGA — Other Government 958 QertousEmRent I =

Agency:
Agency from the dropdown list.

Table 13 — Edit EHRI And Other
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Edit MSE

The fields in the MSE section of the Edit form are all inaccessible for employee profiles, so the section is
initially collapsed. If you choose to view any data that may exist for an employee in this section, you
should select the Expand link in the MSE section of the form.

Note: The only reason an employee profile might have data in this section of the form is if they were
previously a TMS user as a non-employee and the data points did not get cleared when they
transitioned into VA employee status.

MSE Collapse

HIPAA Training Required: | )
i — vaste: | 7 e | v
Location

Last Name:

YA pomtof Cantact el [ rortol [

Addr: Contact
Phone
Number:
Name: Length:
Project
Manager:

National Association Boards I:l

of Pharmacy (NABP) #:

Training/Spedialty: | W

L S —
spoanmersy s [
Date:

Estimated School/University I:l

Completion Date:

Name:
Location:

DOD Branch: | v Medical | v
Sharing:

MSE User: | v

Figure 5 — MSE Example

After making changes, review, and then save changes by selecting the Submit button. The Message from
webpage window prompt displays. Select OK to save the changes and close the record.

Message from webpage @

—~
I_O_I Save Changes?
k. °

[ ok || Cance |

Figure 6 — Save Changes?

You have reached the end of the Profile Maintenance: Add New and
Edit VA Employee Profile Job Aid
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