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Objectives

u Introduce Onboarding TEAM

u Review new Onboarding Workflow
u Introduction of new onboarding portal APDS

u Onboarding Timeline



VA Onboarding Team
JACQUELINE ROOS, HEALTH PROFESSIONS EDUCATION PROGRAM MANAGER
ELIZABETH MOORE-BROWN, HEALTH PROFESSIONS EDUCATION SPECIALIST
GENESIS CHASE, HEALTH PROFESSIONS EDUCATION SPECIALIST
COLETTE HAYES, HEALTH PROFESSIONS EDUCATION SPECIALIST
CONTACT: VHAMEMTRAINEEONBOARDING@VA.GOV



NEW HPT ON-BOARDING WORKFLOW

FIRST STEP:
TQCVL- Academic Affiliate generates signed TQCVL with names, email 
addresses, and complete program dates

u Trainee Education utilizes the TQCVL to initiate a Trainee Invitation to APDS

u Trainee will receive invitation to APDS including access to complete TMS training



Initial Information needed from 
Residents:  

u Have you previously trained, worked, shadowed or volunteered at a VA?
u VA Site previously associated with

u VA email (if known)

u Capacity at the VA:  medical student, research, other type of trainee, volunteer, 
or employee

u Date of their last VA rotation in current program



NEW HPT ON-BOARDING WORKFLOW:  
APDS System

u Account Provisioning and Deprovision System (APDS) System
u New Online Application and Onboarding Portal 

u ID ME: Resident will use invitation link in email to Sign-In to APDS with ID Me

u APPLICATION: Resident will complete all application documentation in APDS

u Background check  

u TMS: Resident will use email link and password to complete TMS (Warning: 
password expires in 5 days after receiving the invitation)

****Resident cannot move to the next step until they have a completed application 
packet in APDS, completed TMS training, and have favorable fingerprint results



Background Check:  Fingerprinting

Fingerprinting is required for all Federal Appointments within the Department 
of Veterans Affairs:

q Must be sponsored by trainee education prior to scheduling fingerprints

q Fingerprints can be performed at Any VA Hospital. 
u AI Scheduler (gsa.gov)

u Bring required documents | GSA

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fportal.usaccess.gsa.gov%2Fscheduler%2Fselect-agency%3Fv%3D20803&data=05%7C01%7C%7Cd37f51d0e6a5465e4ac308dbf29abdc4%7Ce95f1b23abaf45ee821db7ab251ab3bf%7C0%7C0%7C638370518647462845%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=5gpEwzOTFG16FsDlNcD45J8ouiqWJUo7GDiiLGp3oKc%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gsa.gov%2Ftechnology%2Fit-contract-vehicles-and-purchasing-programs%2Ffederal-credentialing-services%2Fget-appointment-help%2Fbring-required-documents&data=05%7C01%7C%7Cd37f51d0e6a5465e4ac308dbf29abdc4%7Ce95f1b23abaf45ee821db7ab251ab3bf%7C0%7C0%7C638370518647462845%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=%2F0capfV9ml5XYdAuUeSnoRYmnk8yaqOPRXYlzIvpBBE%3D&reserved=0


TMS/MTT Training

u All Trainees must complete one Online training module to satisfy VA 
requirements before they can work at the VA
u Training is Call “Mandatory Training for Trainees” aka “MTT” aka “TMS Training”

u The MTT can be completed from any computer or mobile device

u Link and temporary password will be sent after profile is completed in APDS
u Password is good for 5 days, after this time they will need to reach out to the 

onboarding team to reset their password.

u Complete using Chrome or Microsoft Edge



ADPS Walk Through
RESIDENT VIEW



Your Invite

Do not share this 
code with others

This is your link to Access



For the APD you check this option!

Select this option: I am 
VA Employee



Select IAM Invitation Service

Click Here: IAM 
Invitation 
Service



Sign in with ID.me

Click 
Here



New users Click Here

If you have used ID.me before use this 
section



Paste in the Invitation Code from Email



Click Here



Paste



Invitation Code 

u NEVER share the code

u Check JUNK MAIL if no invitation received.



Now you are ready to start

Click on the 
plus sign 



Plus ICON very important



Check ID information for accuracy

Name info must EXACTLY match on 
ID’s



Students will skip this!

This section is only if you have a 
DEA document



For Naturalized Citizens

Click Here



NAME must exactly match TWO IDs









Click This Box First

Then click Apply Signature



Complete The First 4 sections with the 
Check Mark



Do not send a message 
via the system. 
Email:
VHAMEMTRAINEEONBOARDING@va.gov





Important 
Deadlines:

1. New Residents and Fellows (who are NOT currently medical 
students or Residents at UT):

q Should steps 1-3 by May 31st, 2024 to ensure they have 
computer access on July 1st.

q 1. Completed Application in APDS

q 2. Completed TMS Training 

q 3. Completed Fingerprints

q The On-boarding Team will request their computer 
accounts and then email instructions for badges to new 
residents and fellows. 

2. Current UT Medical Students and Residents: 

(Example: UT M4s staying at UT for Residency or UT Residents 
staying at UT for Fellowship)

q Should submit all application documents in APDS by April 
30th

q The On-Boarding Team will request extension of 
computer accounts and create new appointment letters

q Will sponsor trainees for new badges (if needed)

q Will provide instructions on completing MTT (TMS 
computer training)

q Will complete Swear in and Oath of Office



Initial Steps for VA On-Boarding:

***Steps 1-3 must be completed by Friday, May 31st , 2024 for all 
NEW Residents and Fellows. If this deadline is not met, we cannot 
guarantee computer access on July 1st. 



Status Updates: 

• All incoming residents and fellows can contact the 
VA On-Boarding Team at 
VHAMEMTRAINEEONBOARDING@va.gov to receive 
updates on the status of their application, VA ID Badge, or 
computer access.
• All emails should include this On-Boarding team email group 

to ensure that no emails are overlooked. 

mailto:VHAMEMTRAINEEONBOARDING@va.gov


What will cause a 
Health Professions 
Trainee to lose VA 
computer access?

u Failure to login a VA computer > 30 days
u After 1 year of no login, the account is deleted, and the 

VA sponsoring program will be required to resubmit a User 
Provisioning and new EPAS request.

u After 30 days of inactivity your account will be disabled, 
and you will need to call the HelpDesk to be enabled.

u Note- If applicable Please check in with the Onboarding 
team 4 weeks before your rotation starts to ensure any 
account issues can be resolved prior to your rotation start 
date

u Failure to complete the VA MTT training (annual 
requirement), a VA computer system access 
restoration will be required

u Restoration Steps:
u After the MTT training is completed, the Resident/Fellow 

Trainee will call his or her sponsoring VA contact for 
restoration of computer access

u The VA sponsoring program will be required to submit a 
request for restoration before the trainee regains VA 
computer access



Questions & 
Answers




