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Preparing for your Initial Counseling Appointment

Complete the following documents and actions:
A&FRC SOU (Statement of Understanding) – found on https://www.travisafrc.com/transition-assistance

ITP – found on https://www.travisafrc.com/transition-assistance

Initial Self-Assessment worksheet – found on https://www.travisafrc.com/transition-assistance

Create a username and password for your DS logon (login and take screen shot)

Initialize, Complete and Sign your eform (download draft)

Download your VMET

Resume outline (or a current resume)

Create a LinkedIn profile (login and take screen shot)

**Save the downloadable documents on your desktop and complete the forms. Please do not combine forms into one large document 
(wait for the scanning to finish and download the original document vs. the save PDF)

Once complete, all items and screenshots will be sent to your TAP Counselor’s email address.

Do not send to the gmail account.

https://www.travisafrc.com/transition-assistance
https://www.travisafrc.com/transition-assistance
https://www.travisafrc.com/transition-assistance


Preparing for your Initial Counseling Appointment
Complete the following documents and actions:
 1.  Open the Initial Counseling Step-by-Step Guide (follow the guidance and actions)

 2.  A&FRC SOU (Statement of Understanding)

 3.  ITP Initial

 4.  Self-Assessment Worksheet
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How to create a DS 
log on for VA.gov

*Note: The DS log on you create for VA.gov will also be the same log on for MilConnect



Creating a DS Log On for VA.gov and MilConnect



Creating a DS Log On for VA.gov and MilConnect



• Fill in the requested identifying information

• If you already have an account via your CAC, you will be asked input 
your email address for verification
• (please note: if a “did you mean: ? question shows up under the email address box, verify 

you’ve typed your email address in correctly, and if you did, please ignore. It might try to change 
“@us.af.mil” to “@us.mil”)

• You should receive an email with a 6-digit verification code. Once you
receive the code, input it in the box on the website where directed.

• Follow the instructions that follow

Creating a DS Log On for VA.gov and MilConnect



• Take a screen capture of your 
homepage.

• Please submit to your TAP Counselor 
prior to your IC appointment.

Creating a DS Log On for VA.gov and MilConnect



MilConnect
Verification of Military Experience and Training (VMET) 
download and Initialize, complete, and sign eform

Part 1: Download your Verification of Military Experience and Training (VMET) 
(DD Form 2586)

Part 2: Initialize, complete, and sign your eform, DD Form 2648



1. Navigate to:

https://milconnect.dmdc.osd.mil/milconnect/

2. Log-in using your CAC Or DS Logon

MilConnect for VMET and eForm

https://milconnect.dmdc.osd.mil/milconnect/


Click DoD Transition Assistance Program (DoDTAP)

MilConnect- Part 1: 
Initialize, complete, and sign eform

Click Correspondence/Documentation



MilConnect- Part 1: 
Initialize, complete, and sign eform

Click Initialize Pre-
Separation Counseling



MilConnect- Part 1: 
Initialize, complete, and sign eform

• After you’ve clicked on “initialize Pre-Separation Counseling” click on the "eform" link

• Once the form loads on the page, click "Save" (you may have to do this numerous times)

• Fill in the missing information that is highlighted in red boxes (section 1 of the form). 
After each line of information is entered, click "Save" and "Next" and the page will 
refresh. Be sure to enter your gov’t and personal email addresses.  Check to ensure
your entries have loaded.

• When all red boxes are complete, go to Section 4 at the very bottom of the form.

• Complete any red boxes (saving with each entry)

• Digitally sign the form by selecting "click here to sign and lock"

• After signing, the page will refresh. After refresh, click "Save" and then "Close" and log 
out.



Click DoD Transition Assistance Program (DoDTAP)

Click Correspondence/Documentation

MilConnect- Part 2:
Verification of Military Experience and Training (VMET), DD Form 2586



MilConnect- Part 2:
Verification of Military Experience and Training (VMET), DD Form 2586

Click VMET



MilConnect- Part 2:
Verification of Military Experience and Training (VMET), DD Form 2586

Select VMET document

Click Submit



• Access the Air Force Virtual Education Center through the Air Force Portal: 
https://afvec.us.af.mil/afvec/Home.aspx

• Click on “CCAF Student Services” on the menu on the left side of the screen 
(this will launch a new window)

• Click on “Transcripts” and select “View My Unofficial Transcript”

**Must be accessed from military network to view

CCAF Unofficial Transcripts
(Air Force only)

https://afvec.us.af.mil/afvec/Home.aspx


Resume Outline
YOUR NAME

City, State • Phone Number • Email Address

Professional Profile
Describe your work experience and strongest skills

Work History

Your Job Title
United States Air Force, City, State
• Job responsibility / achievement
• Job responsibility / achievement

Your Job Title
United States Air Force, City, State
• Job responsibility / achievement
• Job responsibility / achievement

Your Job Title
United States Air Force, City, State
• Job responsibility / achievement
• Job responsibility / achievement

Education 
School Name 
City, State 
Degree Obtained

Skills

OPTION: You can copy and paste the 
outline on the left, or you can click on 
Resumeengine.org and create it through 
Hiring Our Heroes provides an easy-to-
use resume application to service 
members that will translate military 
records into a strong resume that civilian 
employers can easily understand.

Hint: You can use 
the VMET you just 
saved to help 
create the outline!

Copy and paste 
some bullets from 
your EPR/OPR just 
to get yourself 
started!

https://resumeengine.org/


Creating a LinkedIn Profile



Linkedin.com- Join and Start Your Profile



Linkedin.com- Join and Start Your Profile



Complete the following documents and actions:
 A&FRC SOU (Statement of Understanding)**

 ITP**

 Initial Self-Assessment worksheet**

 DS Log On Username and Password (screen capture of profile)

 EFORM (draft document-signed)

 VMET

 Resume outline (or a current resume)

 Create a LinkedIn profile (screen capture of profile/or link)

**Save the downloadable documents on your desktop and complete the forms. Please do not combine forms into one large 
document (wait for the scanning to finish and download the original document vs. the save PDF)

You will send all items directly to your TAP Counselor’s email address, once assigned.

Do not send any documents to the gmail account.

Email the following to your TAP counselor’s GOV’T (.mil) email account 
PRIOR to your Initial Counseling


