LIBRIX Web Site Instructions
NOTE:  “General Employee Privacy Awareness” and “Cyber Security Awareness – FY08” are the only mandatory courses you are required to take on this web site. Note that you must print the certificates and include them with your application packets.  Below are detailed instructions for accessing the site.

Open the website and CLICK on ‘First Time User’.

1. SELECT ‘VA Other (Contractors, Volunteers, Residents, Interns, etc.)’ and submit.

2. Fill in ‘First Name, Middle Name, Last Name, Last 4 digits of your SSN’ and submit.

3. SELECT ‘Other’ under ‘Select Your Occupation’ and submit.
4. SELECT ‘VHA’ under ‘Select Your Facility’ and submit.

5. Create your ‘Username’ and ‘Password’ and submit.  (Your 8+ character password has to be a combination of upper & lower case, numbers, and symbols.)
6. Read instructions and ‘Close Window.’
7. Log in using your newly created ‘User Name’ and ‘Password.’
8. In the upper left column, SELECT ‘My User Profile’ to open.
9. CLICK on ‘Type of User’ and SELECT ‘Resident.’
“VHA Privacy Policy Web Training – FY08” instructions:

10. CLICK on ‘VHA Privacy Policy Web Training – FY08’ to take the course.
11. Scroll down and CLICK on the “Next” button at the bottom of each page to proceed.
12. Complete the course and the evaluation.  CLICK on the ‘Evaluation’ portion of the ‘Evaluation-Certificates’ to take the evaluation.  The certificate is available for printing at the end of the evaluation.  (Note that you need to complete at least 90% of the 26 questions on the evaluation.)  CLICK on ‘Employee Education System (EES)’ in the middle of the “Congratulations!” statement to print the certificate.
13. Print the certificate and attach it to your completed application packet forms.

“Cyber Security Awareness - FY08” instructions:

14. CLICK on ‘Cyber Security Awareness – FY08’
15. Scroll down and CLICK on the double arrows >> at the bottom of the page.

16. The course begins immediately.  You will CLICK the double arrows >> at the bottom of each page to proceed.  There are tests between each segment.  You must take all three tests to receive credit for the course.

17. CLICK on ‘Click here for Survey and Certificate.’  (Note that you need to complete 90% of the questions on the survey.)
18. After submitting the Survey, CLICK on ‘Survey and Certificate’ again.

19. The certificate is available for printing at the end of the survey.  CLICK on ‘Employee Education System (EES)’ in the middle of the “Congratulations!” statement to print the certificate.

20. Print the certificate and attach it to your completed application packet forms.
