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1. How to Install Citrix Remote Access for VA Desktop Portal Pg 1

2. Accessing the Veteran Benefits Management System (VBMS) Pg 9

3. Requesting VA Outlook and TEAMS Access Through “yourIT” Pg 15

IMPORTANT
After receiving your PIV Card, please contact Jonathan 
Soto at Jonathan.soto@tn.gov to initiate the request for 
Citrix Remote Access. You will have 24 hours, that includes 
weekends, to install and utilize the VA Desktop Portal with 
your PIV Card before the access expires. It is 
recommended not to request access on a Friday to allow 
time during the week for troubleshooting any potential 
issues.



Step 1:  Select to access 
Citrix Desktop options

As a best practice; use 
Google Chrome to access 
website and Citrix
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Step 2:  Software has been saved 
to your Download Folder.  
Double click file to begin 
installing software and follow 
installation instructions
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Step 3:  Insert Smartcard.  
Select Smart Card Login
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Step 4:  Select your PIV 
User Profile 

Step 5:  Select “OK” 
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Step 6:  Enter your 6 digit 
Pin Number and Select “OK”
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Step 7:  Select “Accept”
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Step 8:  Open by Double 
Clicking “VBA – VBApp 
Desktop”
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Step 9:  This is a one-time event. 
Click the drop down and select 
“Always open files of this type”  
Double click file to open  
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Step 1:  Double click by 
Selecting VBMS 
Chrome
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Step 2:  Click Here
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Step 9:  Click Here

Step 3:  Enter your 6 digit Pin 
Number and Select “OK”
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Step 9:  Click Here

Step 4:  Click Here
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Step 5:  Click Here

320 VARO Nashville
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Step 6:  Type SSN or File# of 
the Veteran

Step 7:  Select “Open 
eFolder” 
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Step 17:  Select “Open Profile” 

Step 1 Open yourIT 
application
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Step 17:  Select “Open Profile” 

Step 2 Click Accept
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Step 17:  Select “Open Profile” 
Step 3 Click Submit a 
Request

If you are having 
system or access  
issues with VBMS, 
SHARE, Outlook, 
TEAMS, Ect., open a 
trouble ticket here.

Request systems access for 
Microsoft Office 365 submit a 
request.

Learn more Here
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Step 17:  Select “Open Profile” 
Step 3 Click Submit a Request
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Step 3 Click Submit a 
Request

Step 4:  Select Microsoft Office 365.  
Outlook and MS TEAMS to be added 
to your account. 
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Step 3 Click Submit a 
Request

Step 6:  Order Now (see next page) Usually 
approval takes 24-48 hours to receive access

Step 5: Confirm name and 
email address is you.  
Note: Do not change 
Requester Supervisor/COR
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Step 3 Click Submit a 
Request

Select “My Ticket” for request update and 
status
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Recommended slide updates or 
changes, please contact:
Ron Dvorsky, Training Director
Ronald.dvorsky@tn.gov
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