Welcome to VA-PAS!

Background:

The VA-PAS is an innovative system comprised of a database which is utilized as a
repository populated with employee contact information such as home telephone,
personal cell phone, and government issued blackberry. The system is designed to be
used as a vehicle for contacting, informing, and determining the location of VA
employees and contractors during an emergency. It provides timely information and
alerts to VA personnel, along with the means to self-report status and location during an
event.

Instructions:

1. Click here to go to VA-PAS. (or go to https://vapas.navy.mil)

2. Select the words “VA Employee and Contractor Log-in” as shown on the left-hand
side of the page below to access the Veterans Affairs Employees and Contractors
portion of VA-PAS.

Switch to 508 compliant VA-PAS website

VA Employee and Contractor Log-in VA-PAS Authorized User Log-in
VA EMPLOYEES and CONTRACTORS VA-PAS Authorized Support Users Only
« To LUpdate Contact Info » |OC/EC Reps
« ToRepor Status +» HR Reps
* Supenisors
« (Call Center

3. If this is your first time logging in, select the link titled, “If this is your first time
logging in then click here for a VA-PAS temporary password” and proceed to step
4.

If this is not your first time logging in, type in your Windows username (for example:
vhajohndoe), then your VA-PAS password and proceed to step 8. If you don’t know
your password, select the link titled “I don’t know my password” and proceed to step 4
to obtain a temporary password.
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VA-PAS Login Page

VA-PAS Username

(Same as VA Windows Username)

| don't know my VA-PAS username

Veterans Affairs VA-PAS Password
Personnel (Not VA Windows Password)
Accountability System | don't know my VA-PAS password
Technical Support:
VACOVAPASHelpDesk@va. gov If this is your first time logging in, click here for a
(202) 451-0311 VA-PAS temporary password

4. To request a temporary password, type in your Windows username and select
“Primary Email”. Note: If you have logged on to VA-PAS before and you have a
secondary email address in VA-PAS, you may select the “Send temporary password
to my: secondary email” option.

Request a Password

To request a temporary password provide your VA-PAS username and select the email address (Primary or
Secondary) for delivery of your temporary password.

NOTE: Ifthis is your first time to log-on to VA-PAS, your temporary password will be sent to your primary email
only.

VA-PAS Username
(Same a= WA Windows Username}

| don't know my VA-PAS username
Send temporary password tomy ¢ Primary Email (Always Sent Here First Time)

" Secondary Email (Optional after First Time)

Primary email is your va.gov email address, i.e., john.doe@va.gov, on file in VA-PAS. Secondary email is your

secondary email address onfile in VA-PAS.

NOTE: You must enter a valid username, which is your VA Windows log-on name or
VA GAL “alias”, to submit your request for a temporary password. If you do not enter a
valid username, you will get the below error screen with instructions on how to proceed.

Page 2 of 7



ERROR: Username is NOT VALID.
Unable to send temporary password.

You should take the following steps, in order to resolve this issue:

1. Check the VA GAL for your usemname. If you do not know your WA Windows
username, search the VA GAL for your "alias”.

2. If you are still unable to log-on, e-mail the VA-PAS Help Desk at
VACOWVAPASHelpDesk@va.gov with your current GAL username and email
address with an explanation of your log-on error.

3. Confirm that you are authorized to log-on to the WA-PAS support side.
Employees and contractors should log-on through the left side button entitled
WA Employee and Contractor Log-in". Only authorized support users should
attempt log-on to the right side button entitled, "VA-PAS Authorized User Log-
in".

5. If you enter a valid username, the system will send you a temporary password via
email. The time delay between requesting and receiving the temporary password email
varies but is normally less than 3 minutes.

An email has been sent to you containing a temporary password.

Please follow the instructions contained within.

Back to login

NOTE: If VA-PAS does not have a valid email address for you in the system, you will
not receive a temporary password.

6. After you retrieve the temporary password from your email, return to VA-PAS and log
on with your VA Windows username and the temporary password.

VA-PAS Login Page

VA-PAS Username |

(Same as WA Windows Usemame)

| don't know my VA-PAS username

Veterans Affairs VA-PAS Password
Personnel {Not VA Windows Password)
Accountability System | don't know my VA-PAS password
Technical Support:
VACOVAPASHelpDesk@va.gov If this is your first time logging in, click here for a
(202) 461-0311 WA-PAS temporary password

LOGIN
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7. You will need to create a new password that complies with the specified rules for
accessing VA-PAS. You will use this new password for future VA-PAS log-ons.

Change Password = To change your password, enter you new password int the fields below.

Hew Password: sssssssss

Re-enter Hew Password: sesssssss

Password Rules:

e Must be between 8 and 50 characters long
+ Must contain at least one of EACH of the following:
0 Lower case letter
o Upper case lefter
o Numeric character
o Special character

Continue I [ Cancel

8. After changing your password, you will be logged on to VA-PAS and should proceed
to complete the on-line VA-PAS employee training if you have not already done so. The
VA-PAS employee training link is located on the Home tab and the Event tab as shown
below:

Home Tab:

Veterans Affairs Personnel ility Syt (VA-PAS) izes a
method for the U.S. Veterans Affairs to personnel
affected by a wide-spread catasrophic event. VA-PAS provides timely
information and alerts 1o VA persannel along with the means to self-report
status and location during an event. Itis also a source of valuable reporing
information to &l levels of the VA management. enabling leadership to make
strategic decisions in support of VA employees and to sustain services and
benefits o Veterans.

Computer Based Training (CBT) which Is Flash Based and Interactive
All first time Users should view the Employee CBT before using VA-
PAS.
» Immediate playback, no downloads or other accounts required
» Review or replay sections as desired

»  Thumbnails of slides, search for key words

» Once the final slide is complete, you can jump to other sections

»  Only requires a browser with Adobe Flash suppont T FLU.GOV Pandemic Flu

SAS  Information
One-stop access to U.S.

Govemnment pandemic flu
information,
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Event Tab:

B

If you need IMMEDIATE help with basic necessities, please call 1-866-946.9183 or (619)553-

Verify and
Update your
home
information!

This information is
gasential to contact you
during this crisis.

What's the
Process?

Varity aad update yeur
tome nicomwicn

8167

Display Name: us:‘: Dﬂ:“ Middle:
Country: USA v
Street 1:

Street 2
cay:

State: | VA Virgrea

Contact Info (i feast two phone numbors or » pheese ramber and an ema i foquired
Preferred Contact | ¢ oy v

Home Telephone:

Work Tolophone:

Cok

Online VA-PAS Employee Training

Computer Based Training (CBT) which is Flash-Based
and lnteractive

All first time Users should
view this training before
using VA-PAS.

- e

o leesadute playback, so dowsloads or ofher
accounty required

o Raview of replay sections as desired
o Thucsheails of shdes, search foe key woeds

o Oace the fevt 430 iy completed, you can jusp to
other sctions

o Dags require 3 browser with Flab soppont

Selecting the CBT video icon link on the VA-PAS home page will take you to:
https://vapas.navy.mil/CBT/Employees/player.html

9. To self-update your VA-PAS contact and location information, click the “My Info” tab
at the top of your screen.

U.S. Department
of Veterans Affairs

VA-PA

PERSONNEL
ACCOUNTABILITY SYSTEM

Home My Info Event Reference Help

10. On the My Info page, click “Contact Information” in the menu on the left side.

Summary

Contact Infarmation

Username & Password
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11. To change or update your work location, click on the “Change” button in the second
blue box titled, “Work Information”.

Work Information

Assigned Primary VA Work Facility:

VBA Regional Ofice - Winston Salem NC (318)

Federal Building, 251 N Main Street, Winston-Salem, NC 27155

Building/Floor/Room:
1/Floor4 /1234

| Verify | | Change |

Select your VA work state, city, and street address, then input your room number, floor,
and building number (if applicable), and click “OK” as shown below.

Change Work Information

Choose Facility
State California El
City San Diego E|
Street Address | 3350 La Jolla Village El
Enter Building/Floor/Room
Room 1
Floar Floor1 E|
Building 627

[ OK ] [ Cancel l

NOTE: If you select “Other” for any work address field, you will be asked to submit a
proposed new work location and your work location will remain in a “pending” status
until VA management approves or denies it.

12. To edit your contact information and home address, click on the “Edit Contact
Info” button on the right side of the third blue box titled, “Personnel's Contact Info”.

Personnel’s Contact Info (as of 11-26-2012) Click the EDIT button to make changes

Personnel are responsible for maintaining accurate address and contact information in this section. Click the "Edit” bution to make changes. Verify Info as Current
Doe, John “Pratermed Cortact (Last updated 01-28-2013 by Doe, John)
Home Address: Home: 111-222-3333 Primary Email: myemali@va gov

1234 My Strest

My Town, CA 12123 Work: 555-111-2222* Secondary Email: myemail@geemail com

Country: USA Cell: 555-222-5555 (wt.attnet) Alt. Work Phone: 999-888-7777
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13. Enter your contact information and home address in the fields of the blue box on
the left titled, “VA-PAS Information”. Please complete all fields as shown below:

VA-PAS Information (Last updated 01-28-2013 by Doe, John )

Country: | USA

Cell:

Streeti:
Street2:

City:
State/Province:

ZIPiPostal Code:

1234 My Street

My Town
CA California

12123

© 111-222-3333
: 555-111-2222

. 999-888-7777

555-222-5555

Cell Carrier: | AT&T £l

Primary P
Email: Myemail@va.gov
Secondary prye -
Emaii: | MYemail@geemail.con

Preferred: | Work Phone

14. Click the “SAVE” button at the bottom of the page to view your updated information
on the Contact Information page.

15. When you have completed the above steps, click the “Logout” button at the top-
right of the VA-PAS screen.

Assistance with log on or information update:

If you have trouble completing any of these steps please contact the VA-PAS help desk
via email at vacovapAsHelpDesk@va.gov.
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