
VA-Student Trainee Experience Program (VA-STEP) Facility Usage Request 

STEP 1: Access Point (Microsoft Edge): https://va-ams.intelliworxit.com/webapp/register/va-
step/facility-representative.view 

Facility Coordinator’s First Names, Last Name, Email Address, and Select the Facility from the 
Dropdown. Start typing facility name for a quicker find. Once you submit, it will take you to the 
PIV Login point. Follow next steps to login.  
 

 

STEP 2: Login with the PIV 

“PIV/SSO Login” on the bottom left 
“VA (Internal)” from dropdown menu 
Continue 
Sign In with VA PIV Card 
Select Certificate 
Enter PIV Pin 
 

 
 
 

https://va-ams.intelliworxit.com/webapp/register/va-step/facility-representative.view
https://va-ams.intelliworxit.com/webapp/register/va-step/facility-representative.view


STEP 3: Dashboard has new task. Select “Start” under the Action column. 
 

 

STEP 4:  

Read Instructions 

 

Add Documents (.pdfs) 

 Memo (Required): Refer to the VA-STEP Standard Operating Procedure (SOP) for detailed 
requirements for the Memo. 

Proposals to renew as an approved VA-STEP site must be submitted by VA facility VA-
STEP Program Coordinators by July 31st and every five (5) years thereafter. 

Proposals must contain: 
 Evidence of a recruitment or retention need; 
 Student, Preceptor, and Program evaluation tools; 
 Number of students requested y occupation; 
 Clinical or Didactic Education Plan; 
 Recruitment or retention plan for VA-STEP graduates; and 
 The VA medical facility Director’s endorsement. 

 

The VA medical facility VA-STEP Program Coordinator is notified by the VA-STEP 
Program Manager of approval or disapproval, and an expiration date will be provided, if 
approved. 



Clinical Instructor Profile (Required) (CLINICAL INSTRUCTOR PROFILE (intelliworxit.com) for all 
facility coordinators. 

 

STEP 5: Once you have attached all required documents, Submit the request.  

 

STEP 6: In the eventuality the proposal is returned for corrections, you will receive an email with the 
details of what needs to be corrected. You will log back in and the task will show up in your Active tasks 
again.  

STEP 7: Acknowledge the Approval Notification Email in the AMS System. 

https://va-ams-info.intelliworxit.com/wp-content/uploads/2021/10/Clinical-Instructor-Form.pdf

