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Important Information 

To obtain TCT access, users must first complete the Data Security and Confidentiality 

Training. Please note that the training has been moved to the TRAIN Texas system. The 

instructions to access and complete the training are shown below. Certificates of 

completion will be given after the course is completed and should be uploaded to the TCT 

Security Confirmation SmartSheet form.  

 

• TRAIN Texas Homepage Link: Home - TX TRAIN - an affiliate of the TRAIN Learning 

Network powered by the Public Health Foundation 

 

• TCT Security Confirmation SmartSheet Form link: TCT Security Confirmation 

 

For any questions or concerns, please contact the TCT Help Desk at 

tcthelpdesk@dshs.texas.gov.  

  

https://www.train.org/texas/welcome
https://www.train.org/texas/welcome
https://app.smartsheet.com/b/form/01991a34df8773bf8adf01210f65bf87
mailto:tcthelpdesk@dshs.texas.gov
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Creating a New User Account 

1. For new external users, click the Create new account button.  

 

2. Fill out all the information and follow the verification instructions.  
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3. Verify your email address by clicking the link sent to your inbox. Be aware that this 

link will expire after 24 hours.  
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Internal Staff User Accounts 

For HHSC staff, follow the directions shown to log into the TRAIN Texas system. For more 

specific directions, click on the State HHSC Enterprise Employees Start Here link.  
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Group Assignment 

1. Before completing the training, go to your profile and complete all the required 

fields including the current group assignment. To edit your group assignment, click 

on the pencil icon.  

2. If Texas is not already selected, click on the Location link and scroll down to select 

Texas.  

 

3. Select Texas User Group 
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4. Scroll down and click on UNKNOWN Region. 

 

5. Confirm your selections by clicking the green button.  
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6. Select Not a HHS enterprise state employee. 

 

7. Confirm the selections by clicking the green button.  

8. Select Other.  
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9. Confirm the selections by clicking the green button. 

 

10. Confirm Group Selections by clicking the green button. 



P a g e  11 | 16 

 

Find Data Security and Confidentiality Training 

1. From the TRAIN Texas homepage click on Courses and type in “data security” into 

the search bar. Click on the Data Security and Confidentiality training from 

DSHS HIV/STD.  

 

2. Click on Launch to begin the course.  
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3. After reviewing the course, complete the Post-Assessment. Click Continue once 

the assessment is complete.  

 

4. Download and save the course certificate as 

Lastname_Firstname_Agency_Strn.pdf to prepare to upload it on the 

SmartSheet form.  
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SmartSheet Upload 

1. After completing the Security and Confidentiality Training course, save the 

certificate as Lastname_Firstname_Agency_Strn.pdf.  

 

 

 

 

2. Using the following link to navigate to the SmartSheet form. TCT Security 

Confirmation 

 

  

https://app.smartsheet.com/b/form/01991a34df8773bf8adf01210f65bf87
https://app.smartsheet.com/b/form/01991a34df8773bf8adf01210f65bf87
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3. Fill out the information 

about your name, email 

address, job title, and role. 

Select whether you are a 

part of an agency or 

pharmacy.  

 

 

 

 

 

 

 

 

 

 

 

4. Fill out the information about your Agency Data Manager and their email address. 

Check Yes if your Agency Manager or First-Level Approver is the same as your 

Local Responsible Party (LRP). If you are unsure, please contact your manager for 

clarification.  
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5. Add the information about your Administrative Agency (AA) Data Manager’s name 

and email address. Select your AA from the dropdown menu. This will allow AA 

Data Managers to receive notification of form submission.  

 

 

 

 

 

 

 

 

 

 

 

6. Click and read through the Confidentiality Agreement. Do not upload as it is only for 

reference purposes. Check and type your name when you have read and agreed to 

the agreement.  
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7. Enter the date the training was completed. Upload your certificate by clicking 

Browse. A new window will open for you to find your certificate.  

 

8. Review that all fields 

have been filled out 

in the form. If you 

would like a copy of 

your response for 

your records, click 

Send me a copy of 

my responses. 

Enter your email 

address and then 

click Submit.  

 

 

 

 

 

 

 

 

 


