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LSU: VA NEW HEALTH PROFESSION TRAINEE ONBOARDING PROCESS CHECKLIST
(Health Profession Trainee must use full legal name to get processed with the VA-federal government and a good email contact)

· APPLICATION FORMS- Trainee will complete VA application forms through the VA onboarding portal (APD system).  Everything will be submitted and signed electronically.  Trainee will receive an automated system email from mvi.system@va.gov to register in the portal and complete forms.  
Forms to complete in the portal include:
· Application Form 10-2850D- (the end date on the form needs to match Trainee’s residency/Fellowship end date)
· Without Compensation Appointment Letter- (the end date on the form needs to match Trainee’s residency/Fellowship end date)
· Declaration for Federal Employment OF306- (please sign section 17A and 17B)
·  Drug Testing Notification Form
· Appointment Affidavit Standard Form 61 
· TMS Training “mandatory training for trainees” online course completion 

· FINGERPRINT/PHOTO SESSION
· Trainee must schedule a fingerprint/photo appointment with the VA New Orleans GME office. Please include full name, program, and contact information in your signature block. 
· Trainee must have SSN number before contacting the VA GME office to make an appointment.  
· Trainee must have two forms of valid government IDs that matches their legal name. See list of acceptable IDs for examples in the document below.


· Local Trainees can email vhanolgmefingerprinting@va.gov.  Please include date and time for an appointment request.  This will be a 25–30 minute appointment. 
· Out of Town Trainees must contact the New Orleans VA GME Manager crystal.cruz2@va.gov to set up an appointment at a local VA through the calendar portal.  All VA ID office locations can be found by clicking on the following link VA ID Offices. Email the VA to inform them when fingerprints were completed.
· VA ID BADGE (PIV CARD) -After completing your fingerprint and photo session a card will be printed and you will be sent an email when it is ready for you to pickup.  This normally takes 2 weeks since the card will be shipped from another location.  If you already have a VA ID card that is not expired (from medical school or prior residency from another VA) then you will not need a new ID card. 
· CDS TRAINING- complete this training to gain basic prescribing privilege at the VA Medical Site.
· PMP TRAINING (if applicable)-Trainee will need to complete online PMP training inorder to gain permissions for all order writing schedule levels at the VA Medical site.  Training can be completed by registering through the link https://louisiana.pmpaware.net/login.  If a Trainee does not need level II permission, then this training does not need to be completed (example: Dermatology Residents do not need this permission).
· VA ORIENTATION- Trainee must check-in before rotation their rotation start date with their Service admin for orientation training, CPRS codes, clinic scheduler access, PIV exemption (if needed), remote access, and any other clinic access before their start date.  Please see document below for a contact list. 


· Additional VA guide and information for new trainees below
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VA GME CLINIC ACCESS INFORMATION FOR RESIDENTS AND FELLOWS

It is recommended that you check-in with your VA Clinic/Service prior to your
assigned rotation start date. Please contact your admin point of contact listed

below to schedule an orientation date. At orientation you will receive your CPRS
training and codes, remote access, PIV exemption (if needed), and any other clinic

access.

VA ACOSE OFFICE, GME PROGRAM OFFICE

Administration building Q, Room 1Q101, Mondays—Fridays from 8:00am to

5:00pm GME Manager: Crystal Cruz
Office Phone: 504-507-2000, Extension 67518

VA SERVICE POINT OF CONTACTS (contact for CPRS and clinic access)

Ambulatory & Primary Care (Baton
Rouge)

Ambulatory-Medicine (LSU Internal
Medicine Residents)

Anesthesiology

Dental

Dermatology

Emergency Medicine

Geriatrics & Extended Care (Hospice)
Medicine

Mental Health

Neurology

Pathology and Laboratory
Pain Medicine
Physical Medicine & Rehab,

Radiology

Surgery

Bell, Tyrone

Pettingill, Rebecca

Dang, Michelle or
Chelby Calhoun
Ulrich, Kerri

Stumpf, Brittany
Farve, Joycelyn
DeJoie, James
Robertson, Anika
Anderson, James

Pettingill, Rebecca

Lanier, Cheryl
Pettingill, Rebecca
Pettingill, Rebecca
Maurice, Mary

Bailey, Gerald

504-507-2000 EXT: 66196

504-507-2000 EXT: 67226

(504) 507-2000 ext 62500

504-507-2000 EXT: 66013
504-507-2000 EXT: 66013
504-507-2000 EXT: 62252
504-507-2000 EXT: 67195
504-507-2000 EXT: 64350
504-507-2000 EXT: 65241

504-507-2000 EXT:67226

504-507-2000 EXT: 63247
504-507-2000 EXT: 67226
504-507-2000 EXT: 67226
504-507-2000 EXT: 62388

504-507-2000 EXT: 62419

tyrone.bell@va.gov

Rebecca.Pettingill@va.gov

michelle.dang@va.gov
chelby.calhoun@va.gov
kerri.ulrich@va.gov

kimberly jonesl5@va.gov
Joycelyn.Farve@va.gov

James.Dejoie@va.gov

anika.robertson@va.gov

James.Anderson35@va.gov

Rebecca.Pettingill@va.gov

Cheryl.Lanier@va.gov
Rebecca.Pettingill@va.gov
Rebecca.Pettingill@va.gov
Mary.Maurice@va.gov

Gerald.Bailey2@va.gov
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VA ONBOARDING AND ACCESS INFORMATION FOR RESIDENTS AND FELLOWS

VA ONBOARDING

· All New residents complete a new VA Trainee application packet in the beginning of the academic year through the onboarding portal.  A fingerprint appointment is also required and scheduled through the VA GME office. 

· All returning trainees complete a returning application packet in the beginning of the academic year and turn it in to their program coordinator.  Packet instructions include TMS training certificate update request and instructions to make an appointment if a renewal ID card is needed.

· All Trainees must ensure to complete/update their VA online TMS training annually (website https://www.tms.va.gov/secureauth35/).  The TMS system will send an automated email before it expires to the email the trainee registered with.  Failure to keep this current will cause a Trainee’s VA access to automatically deactivate. 



VA ACOSE OFFICE, GME PROGRAM 

Administration building Q, Room 1Q101, Mondays–Fridays from 8:00am to 5:00pm

GME Manager: Crystal Cruz 

Office Phone: 504-507-2000, Extension 67518



VA SERVICE POINT OF CONTACTS (contact for CPRS and clinic access)

		Ambulatory & Primary Care (Baton Rouge VA)

		Tyrone Bell

		

504-507-2000 EXT: 66196

		

tyrone.bell@va.gov



		Ambulatory-Medicine (New Orleans, LSU Internal Medicine Residents) 

		Pettingill, Rebecca

		504-507-2000 EXT: 67226

		Rebecca.Pettingill@va.gov 



		Anesthesiology

		Dang, Michelle or Chelby Calhoun

		(504) 507-2000 ext 62500

		michelle.dang@va.gov

chelby.calhoun@va.gov 



		Dental

		Ulrich, Kerri

		504-507-2000 EXT: 66013

		kerri.ulrich@va.gov 



		Dermatology

		Stumpf, Brittany

		504-507-2000 EXT: 66013

		kimberly.jones15@va.gov 



		Emergency Medicine

		Thornton, Rhonda

		504-507-2000 EXT: 62261

		rhonda.thornton3@va.gov



		Geriatrics & Extended Care (Hospice)



		DeJoie, James

		504-507-2000 EXT: 67195

		James.Dejoie@va.gov



		Medicine 

		Robertson, Anika

		504-507-2000 EXT: 66015

		anika.robertson@va.gov



		Mental Health

		Anderson, James

		504-507-2000 EXT: 65241

		James.Anderson35@va.gov



		Neurology

		Pettingill, Rebecca

		504-507-2000 EXT:67226

		Rebecca.Pettingill@va.gov 



		Pathology and Laboratory

		Lanier, Cheryl

		504-507-2000 EXT: 63247

		Cheryl.Lanier@va.gov



		Pain Medicine

		Pettingill, Rebecca

		504-507-2000 EXT: 67226

		Rebecca.Pettingill@va.gov 



		Physical Medicine & Rehab

		Pettingill, Rebecca

		504-507-2000 EXT: 67226

		Rebecca.Pettingill@va.gov 



		Radiology

		Maurice, Mary

		504-507-2000 EXT: 62388

		Mary.Maurice@va.gov



		Surgery

		Bailey, Gerald

		504-507-2000 EXT: 62419

		Gerald.Bailey2@va.gov







VA COMPUTER ACCESS



COMPUTERIZED PATIENT RECORD SYSTEM (CPRS)

· All residents will receive CPRS codes and their account information from their VA service point of contact (see list of contacts to know who to contact if you have not received this information before your start date).  

· Residents should ensure to login every 3 months, or their account will deactivate.  It is best to check-in 1-2 weeks before your start date to activate your access and troubleshoot any issues. 

NARCOTICS PRESCRIBING & PRESCRIPTION MONIOTORING PROGRAM (PMP) ACCESS

· To gain prescribing privilege for all schedule levels (to include Level II Narcotics) at the VA Residents will need to complete CDS and PMP training.

· PMP training can be completed by online by registering through the website https://louisiana.pmpaware.net/login

· Once a Trainee completes the training it may take an additional 24 hours to populate on the Louisiana board of pharmacy website https://secure.pharmacy.la.gov/Lookup/LicenseLookup.aspx 

· The CDS and PMP license number should be provided to the VA on the onboarding application paperwork.  If this training was completed after their VA onboarding process was completed, then they should notify their Program Coordinator or VA Staff with the information to get their profile updated at the VA. 

REMOTE ACCESS

· All Residents/Fellows may as needed and to keep their access from deactivating can request for remote access.  Note: this access is only for GME Trainees and not students.

· You will need to be in front of a VA computer with your VA ID card when you request remote access for the first time.

· To request remote access, you will need to navigate to the Remote access portal-RAP https://vaww.ramp.vansoc.va.gov/Pages/Dashboard.aspx

· Click on “self-service portal”

· Enter your VA Supervisor 

· Select Method option:  CAG

· You will need to answer some questions and provide a Remote Access Justification (example: To provide continuous patient care on and off site)



BUILDING ACCESS



DOOR ACCESS

· Trainees will need to bring their issued VA ID card to Police Service, office room 1G109 (office number 504-507-2213) to request door access.  All Residents and Fellows get “Resident door access.”



GYM ACCESS

You must complete a form and have a VA ID card to get approved for GYM access. 

Employee Whole Health Coordinator

Office location: 2400 Canal St., PM&R office 1M204B 

1 (800) 935-8387 Ext 67059



LACTATION ROOMS

We have a total of 6 lactation rooms at the VA: #1 administrative building room 2Q116, #2 Inpatient tower 2C106, #3 D&T 2F100, #4 Outpatient 7J205, #5 TL&R (PM&R/CLC) 1M105, #6 ER 2E256. 









LIBRARY 

2400 Canal Street, Building H, Rm. 1H118

New Orleans, La. 70119-6535







PARKING

Street parking or parking in the visitor garage on the 5th floor or above.  Lower levels are for patients.  To use the visitor garage, you must have a valid ID with you, and either are completing your onboarding or on an approved rotation.  VA Entrance Address to the Parking garage is 300 S. Galvez Street New Orleans, La 70119.



RESIDENT WORKSTATION

· Residents and Fellows may use the workstation room located on the 1st floor, room 1C108. This room has a lounge space, computers, and a refrigerator for Trainees to use. Residents must ensure to clean up their trash and not leave any sensitive patient or personal information around.



[bookmark: _Hlk97909660]VA ID CARD (PIV CARD)



· All trainees assigned to the VA for a rotation will need to make an appointment with the ACOS/Education, GME program office if they do not have a VA ID card.  This should be done at least 30-60 days before their start date

· The PIV office can reset an ID card PIN number if a trainee has forgotten their 6-digit card pin.  

· A lost/stolen ID card must be reported to Police Service-room 1G109 before requesting for a new card. 

· If you have door access swipe issues, go to Police Service located in room 1G109.











TECHNICAL ASSISTANCE

The national Helpdesk number is 1-855-673-4357 (press option 1, and option 1 again).



The national helpdesk can 

· activate a residents account

· can assist with remote access

· can assist with TMS account login issues

· can reset CPRS codes (access and verify code)





IMMUNIZATION

The annual seasonal influenza vaccination is available to trainees at the VA if it expires while on a VA rotation.  Always make sure to keep a copy documenting you completed this. Trainees must be current within a year timeframe or obtain a waiver per VA policy.



TB screening/TB-PPD testing is available to trainees at the VA if it expires while they are on rotation. This is good for up to 3 years per VA policy. 





INJURY

All needlestick injuries/blood born pathogen exposures should be reported immediately to your VA supervising staff and VA site director. VA occupational health must be notified by the VA supervisor/site director.  Needlestick injuries/Blood borne pathogen exposures that occur after hours should report to the VA Emergency Department.



VA Occupational Employee Health (OEH) 

Location: Administrative building Q, room 3Q124.

business hours: Monday–Friday, 8AM–4PM





EXIT PROCESS



· Trainees will need to complete the Exit process on the last day of their last assigned VA rotation at the end of their program year (turn in ID and complete survey). See your service point of contact or the GME Manager to complete this. 
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LIBRARY LOCATION:


Building H, Room 1H118


Hours: 7:30am-4:00pm, Monday-Friday








LIBRARY WEBSITES:


Navigate to the VA Intranet Website: https://vaww.new-orleans.med.va.gov/


Navigate to the left of the page and click on Library (it will lead you to the available resources ).








ELECTRONIC RESOURCES





· Access Suite


· Up to Date 


· BoardVitals 


· AnatomyTV


· Bates Visual Guide to Physical Examinations, and many more!


LIBRARY SERVICES





· Literature searches-request a search on a specific topic.


· Provide library instruction-individual or group.


· Document delivery-articles delivered through email.


· Interlibrary loan-journal articles.


Remote Access





· Remote access is available through the Browzine app or LibLynx. Registration needs to be completed while on the VA computer network. A VA email is required.


· Must be a VA employee or affiliated with the VA.
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\ &
' PIV and Non-PI1V Card Holders !

Congratulations on getting your VA PIV/Non-PIV card! By caring for and using your card with integrity, you have the
satisfaction of knowing that you are protecting the security, identity and privacy of not only yourself but of
every single person at VA, VA as a whole, and the Veterans we serve.

Please follow these important guidelines for the proper care and
use of your card.

DO

v Keep your PIV or Non-PIV card in the VA-issued v/ Use your PIV or Non-PIV card to logon to the VA

electromagnetically opaque card holder network
when you're not using it v/ Make an appointment with your badging
v/ Remember your personally selected 6 digit PIN office six weeks ahead of the expiration date
to ensure you get your credential renewed
v/ Use your PIV or Non-PIV card for physical access to in time

buildings/facilities and logical access to /
computers/information systems as required Surrender your PIV or Non-PIV card when you

resign, retire or end your affiliation with VA
v/ Treatyour PIV or Non-PIV card with the same care you

would give other identification credentials,

such as your driver’s license, credit card or [ |
social security card

v/ Keep your PIV or Non-PIV card with you at all times

and display it above the waist when not in use Don't write down your PIN anywhere

/ Report a stolen or missing credential: X Don't share your credential or PIN with anyone
X Don't alter the credential in any way (do not
scratch it, bend it, make holes in it or attach

anything to it)

— Within 24 hours or the next business day,
report it to your local badging office
— Coordinate with PIVS toh
oordinate with your ponsorto have Don’t wear your PIV or Non-PIV card in an MRl room
PIV/Non-PIV card reissued or near MRI or similar magnetic devices

Don't keep your PIV or Non-PIV card in anything
other than the VA-issued electromagnetically
"The price of freedom is opaque card holder

eternal vigilance."

X Don't leave your credential unattended
- Thomas Jefferson










image4.png

DEPARTMENT OF VETERANS AFFAIRS

r = T







image1.emf
Acceptable Forms  of IDs.pdf


Acceptable Forms of IDs.pdf
USAccess Deployment Bulletin

USAccess Acceptable Forms of ID
Week of December 28, 2020

Email CM PMO

Weekly Bulletin Archive
Issue No. 20-45

USAccess Acceptable Forms of
Identification

Primary Forms of Identification (Acceptable
Documents)

1.

U.S. Passport or a U.S. Passport Card

Identifying Source

Documents Not Accepted
for USAccess

2. Permanent Resident Card or an Alien Registration Receipt Card (Form |- Identifying documents NOT
551) ACCEPTED by USAccess include, but
sk FCIIEEE are not limited to:
4. Employment Authorization Document that contains a photograph (Form I-
766) 1. Student ID Cards (including public/state
5. Driver's license or an ID card issued by a state or possession of the United universities, as well as private universities)
States provided it contains a photograph 2. Gun or Firearms permits
6. U.S. Military ID card 3. License to Carry
7. U.S. Military dependent's ID card; or 4. Hunting/Fishing permits
8. PIVCard. 5. Facility Badge
Photos are required for all forms of primary identification documents. 6. Temporary driver’s licenses
7. Selective service card
Secondary Forms of Identification (Acceptable 8. Company ID Card
Docu ments) 9. Foreign Driver’s License (other than Canada)
10. Library Card
1. U.S. Social Security Card issued by the Social Security Administration. 1M1 T PIV
Laminated SSA cards cannot be used without Security Officer approval. ' emporar}./ Card
o » ] . . 12. Marriage license
2. Original or certified copy of a birth certificate issued by a state, county,
municipal authority, possession, or outlying possession of the United The following rules apply to all
States bearing an official seal did N
3. ID card issued by a federal, state, or local government agency or entity, presente ! entlty source
provided it contains a photograph. EXCEPTIONS APPLY documents:
4. Voter's registration card; 13. Reentry Permit (Form [-327) « Al documents must be in their original forms - no
5. U.S. Coast Guard Merchant Mariner Card photocopies other than a certified copy of birth
6. Certificate of U.S. Citizenship (Form N-560 or N-561) certificate bearing an official seal.
7.  Certificate of Naturalization (Form N-550 or N-570) + Expired or canceled identity documents are not
8. U.S. Citizen ID Card (Form 1-197) acceptable.
9. Identification Card for Use of Resident Citizen in the United States (Form I- « All Primary forms of ID contain an expiration date;
179) however, some Secondary forms of ID do not. Not
10. Certification of Birth Abroad or Certification of Report of Birth issued by the having an expiration date does not make a
Department of State (Form FS545 or Form DS-1350) Secondary ID Source unacceptable. Secondary
. forms of ID without an expiration date can be
11. Temporary Resident Card (Form 1-688) accepted.
12.  Employment Authorization Card (Form [-688A) . L . .
. » Updating or replacing identity source documents is
13. Reentry Permit (Form 1-327) not required after successfully completing the
14. Refugee Travel Document (Form [-571) identity proofing process.
15. Employment authorization document issued by Department of Homeland - Ifany of the identity source documents presented
Security (DHS) for identity proofing bear different names, then
16. Employment Authorization Document issued by DHS with photograph evidence of a formal name change must be
(Form 1-688B) provided linking the names. For example, a
17. Driver's license issued by a Canadian government entity married woman with a current driver's license and
. . . birth certificate can provide a marriage license.
18. Native American tribal document.

USAccess Acceptable Forms of Identification Guide

USQCCESS is Coming... Are You Ready?

Click here to Unsubscribe
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