Home Page
e Whenever you click on the Home key it will bring you to this page...
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Submit

A% in the last name field will return all vets whose last name begins with A.
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Functions from the home page

o Seeall my veterans

o By clicking this it will take you to a mass list of all the veterans assigned
to you in your county.

o Claims office scanned documents report

o In the drop down menu after for: you will select your county. You will
then pick a from date and a to: date.

o Then click on Submit. This will run a report of all scanned documents
uploaded into Vetraspec from veterans in your county between the dates
you selected.

o This is essentially how you will check your mail. It will bring up any
letters your veterans have been sent from the VA in the time period you
selected.



Claims
o This will take you to a screen that will ask you a few search options to find
recent claims you have submitted via the Package a Claim function on
Vetraspec. It will allow you to see what has been done for each claim you
have submitted. It also allows you to see any feedback left from the claims
office about any issues that may have arisen in the process.
My Calendar (Optional)
o This will take you to a fillable calendar you can use if you wish.

Resources
o This will take you to a screen that will allow you to search the full text
version of both the 38CFR and the M-21-1MR (the VA’s Manual for
Operations)
My Tasks/Control Panel
o You will not be using these two functions on the county level.



Add Page
O Whenever you hit the Add key it will bring you to this page...
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O You will use this page whenever you want to add a new veteran into Vetraspec.
O You will go box by box putting in the asked information for the new veteran.
O Ex: Social Security/File Number, DOB, etc.
O When you click on Submit at the bottom it will create the new veteran a page
(shown below) where you can add additional information such as military service,

dependent information, and/or any pending issues you may want to add to the
veteran’s page.



New Veterans Page
o The newly created veterans page looks like...
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QUICK OVERVIEW OF THIS Today is: Jul. 25, 2011
VETERAN RECORD Logged in: Timothy Reisch (reischtn) | Logout

m SEARCH “ E-MAIL RESOURCES DOCUMENT S REPORTS FORMS CALENDAR
QUICK MORE MILITARY | CURRENT { PENDING FINANCIAL PACKAGE
SUERVIEH SETAIES SERVICE SATINGS SSUES ASSISTRNCE ACEAN

MAME: Duck, Donald SSN: 001010001  OFFICE: CLAIMS OFFICE VA CLAIM #: 12345678 POA: South Dakota Department of Veterans Affairs

DEMOGRAPHICS OVERVIEW PENDING ISSUES OVERVIEW CURRENT RATINGS HELD OVERVIEW/

| No Photo Uploaded Yet NONE
ADDRESS: Po Box 2501
CITY: Sioux Falls NOMNE
STATE: SD
2P 57117
DAYTIME PHONE: 605.333.6860
EVENING PHONE:
CELL: ()
EMAIL:

MEDICAL
INFORMATION:

NOTES:
CVS0: David Wells-Claims Office

CLAIMS OFFICE David Wells
PERSON:

LAST Date: 07-01-2011 A
COMMUNICATION: Entered by: Timothy Reisch

Combined rating: 40 %

Spoke with veteran about any
guestions he may have. Mone at LI
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New Veterans Page (Cont)

O We will now go step by step through each tap available at the top of this page.
O We will start with the bottom line of fabs.

Quick Overview

o The Quick Overview page is shown above. .

o This will take you to a page that gives a general overview of the veteran.

o On the left side this page shows a demographics overview that shows the
veterans address and phone number, along with any notes left on that particular
veteran.

o Also it shows both the CVSO for the veteran and the Claims Office Person in
Sioux Falls that the veteran is assigned to.

o Finally it shows the last communication done with the veteran.




More Details

o This will take you to a page that contains a bit more in depth overview of the

veterans demographic information.

o It shows death information if applicable, along with alternative claimant
information if the veteran is not the claimant. (EX: Widows Pension, DIC, etc)
e Note: If you click on Edit on any of these overviews it will take you to a
page that will allow you to edit/update any information in the veterans file.

o The More Details page is shown below...
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VETERAN DETAILS
POA: 03B DATE:
ADDRESS: PoBox 2501
CITYISTATEZIP: Sicux Falls, 30 57117
COUNTY
DAYTIME PHONE 805 333 2885
CELL 0
EMAIL:
SEX: Male
BIRTH PLACE
EMPLOYER NAME
EMFLOYER ADDRESS:
RAILROAD RETIREMENT NUMB?ER.

ADDITIONAL NOTE &

EVENINT

CFFICEAND CV50 INFORMATION
CLAIMS FOLDER LOCATEDA™:
OFFICE OR COUNTYC zims Office
RECORD CRIGINALLY ENTERED I¥onothy Reisch (Claims Offics), on Mov. 24, 2010
LAST EDITED BY Kristiz St
CVE0: Davi
CLAIMS OFFICE PERSONDavic
HANDLING CLAIN

Claims Office) on Jul. 11, 2011

ADDITIONAL MEDICAL NOTES
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Mo Photo Uploaded Yet
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CAUSEZ CITY | STATE:
CAUSE 3 ZIP:
CAUSE 4 PHONE:
CAUSE§: RELATION SHIF
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LOCATION: DATE OF —
CEMETERY 2
NAME:
CEMETERY CITY,
STATE:
RANGE | GRAVE
HFANETAKFE
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Military Service
e This will take you to a screen that shows the military service details of the
veteran.
e The Military Service screen looks like...
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NATIONAL GUARD DETAILS
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RESERVE DETAILS
RESERVE STATUS: Motapplicable RESERVE RESERVE
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e This screen shows dates of/ervice, character of servi\chank, Etc.

e To edit the veterans milptary record you can click on EDIT THIS RECORD in
the top left hand corngf of the screen.

e If you need to add another period of service to the veterans record you can click
on ADD A NEW RECORD.




Current Ratings

e This will take you to a screen showing the current ratings of the veteran.
e When creating a new veteran this will be blank and look like this...
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CURRENT RATINGS Today is- Jul 25 2011
Logged in: Timothy Reisch (reischtn) | Logout
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e If you want to add a rating you click on the ADD A NEW RATING tab in the
upper right hand corner.

o NOTE: This is usually already input for you by the Claims Office.



e When looking at an existing veteran who is already service connected for multiple
conditions, the Current Ratings screen will look like...
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COMBINED RATING: 40 % CURRENT RATINGS HELD
RECIPIENT: Veteran % GRANTED: 30%

TYPE: Compensation - Direct DIAG CODE/NAME: 9411 1S BILATERAL? No
MEUROLOGICAL
CONDITIONS AND
CONVULSIVE DISORDERS -
Anxiety Disorders - Post-
traumatic stress disorder

EFFECTIVE DATE: Jul. 27, 2002 DATE STOPPED: FUTURE EXAM:
NOTES: PTSD
RECIPIENT: Veteran % GRANTED: 10%
TYPE: Compensation - Direct DIAG CODE/NAME: 6100 15 BILATERAL? No
EFFECTIVE DATE: Jul. 27, 2002 DATE STOPPED: FUTURE EXAM:

NOTES: Hearing Loss, Left Ear

RECIPIENT: Veteran % GRANTED: 10%
TYPE: Compensation - Direct DIAG CODE/NAME: 6260 1S BILATERAL? No
THE EAR - Tinnitus,
recurrent -
EFFECTIVE DATE: Jul. 27, 2002 DATE STOPPED: FUTURE EXAM:

NOTES: Tinnitus
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e This goes into detail about each disability, the % rated, the effective date of the
rating, and any notes about the condition.
e This screen also shows the combined rating % in the upper left hand corner.



Pending Issues

e This will take you to a screen that shows the pending issues of the veteran, both
open and closed.

e For a new veteran this screen looks like...
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e If you want to add any pending issues for this veteran you will click on Ad

in
the upper right hand corner.



e When you click on Add the following screen will appear...
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e You will add each issue on the left hand part of the screen (Circled Above)
o Each issue that goes in will be for a particular condition.
= EX: Tinnitus, Depression, Headaches
e You will then enter additional information on the right hand side of the screen,
such as...
o Recipient (Veteran, Spouse, Etc.)

o Original or Re-Opened (Original for new claim, Re-Opened for increase
etc.)

o Closed (Yes or No) (Should always be No for ongoing issues)

Date Filed (Date you filed the claim)

o Status (In progress, Favorable, Non-Favorable, etc) (Should always be In
Progress for ongoing issues)

o Notes (Any other info you want added in the pending issue.)

o
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e The other information such as...
o Rating Received
NOD Filed
SOC Received
Form 9 Filed
Remand
o BVA
e These will all be entered by the Claims office staff only upon the rating of the
veterans claim.

e An example screen of what it should look like when you add pending issues is
shown below...
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NAME: Duck, Donald SSN: 001-01-0001

OFFICE: CLAIMS OFFICE VA CLAIM #: 12345678 POA: South Dakota Department of Veterans Affairs
ADD PENDING ISSUE

ISSUES - ADD ONE PER LINE RECIPIENT: [Veteran - ORIGINAL OR REOPENED? IOriginaI vl CLOSED? INc -
[Hearing Loss. Left Ear REV'E\‘: [Month =] [Day =] [Year =] I Remind me of this date (putin "My Tasks™). Task description:
ITH"\I"IiIL.IS DATE FILED STATUS RATING RECEIVED
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I IMorrth ;I IDay;I IYear ;I IMorrth ;I IDay;I IYear ;I IMonth ;I IDay;I IYear ;I
| REMAND BVA
I NOTES: IMurrth ;I IDE‘{LI IYear LI IMurrth LI |Da1,'L| IYear LI
| B J U|smEEEE == | &~
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e As you can see above you will only fill out the information you know, once you
have submitted all this information you will click on Save
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ﬂ: Pending Issues - Windows Internet Explorer

After selecting save the following screen will appear...

==l
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PENDING AND NON-FAVORABLE, CLOSED ISSUES

EDIT ISSUE:
RECIPIENT:

‘ORIGINAL OR REOPENED?
REVIEW BY:

CLAIM STATUS:

CLOSED:

NOTES:

ISSUE:

RECIPIENT:

ORIGINAL OR REOPENED?
REVIEW BY:

CLAIM STATUS:

CLOSED:

NOTES:

ISSUE:

RECIPIENT:

ORIGINAL OR REOPENED?
REVIEW BY:

CLAIM STATUS:

CLOSED:

NOTES:

Hearing Loss
eteran

Criginal claim

In progress
MO

Submitted hearing test from private doctor to VA on 5/15/2009.

PTSD
Weteran

Criginal claim

In progress
MO

Tinnitus
eteran

Criginal claim

In progress
MO

pane

=l
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named in the previous screen.

The pending issues screen will now show a box for each condition you have
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Open/Closed Issues
e There are two types of pending issues, open and closed
e First we will look at open pending issues
o An open pending issue is an issue that is current and ongoing.
o Examples of this are new comp claims, files for increase, active appeals,
or any issue that is currently active in the VA system.
o These open pending issues appear at the top of the Pending Issues screen
in the dark green box.
o An example of an open pending issue is circled in the screen shown

below...
/2 pending Issues - Windows Internet Explorer =] =]
@\: - Iv htps:f{sd.vetraspec.com/pending. php j % 43| X ILive Search Solks
File Edit ‘iew Favorites Tools Help
i:? e 88' v| V Pending Issues x | (8 virtual v I I @ B - @ M l-_:_‘;Page M @ Tools ~ 7
T T
=
PENDING AND NON-FAVORABLE, CLOSED ISSUES
PENDING ISSUES
ISSUE: Hearing Loss
RECIPIENT: Veteran
ORIGINAL OR REOPENED? Original claim
REVIEW BY:
CLAIM STATUS: Inprogress
CLOSED: MO
NOTES:
Submitted hearing test from private doctor to VA on 5/15/2009.
"NON-FAVORABLE", "CONFIRMED AND CONTINUED™ AND "CLOSED" ISSUES:
ISSUE: Tinnitus Dielet
REOPENI —el
RECIPIENT: Veteran
ORIGINAL OR REOPENED? Original claim
CLAIM STATUS: Favorable
Claim filed on:
REVIEW BY:
CLOSED: YES
NOTES: i
ISSUE: PTSD Delete
REOPENI
RECIPIENT: Veteran
ORIGINAL OR REOPENED? Original claim ﬂ
pone [T [ [ | | mternet [ w00 ~ 4

distart| | (@ @ 0] > | Bywer... | Dcip... || @ rend.. [O]mbo... | Tzos... | Bfvea .. | Torec... | & vetra.. | | Z@®ClA% ) RO FEY ausem
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e We will now look at closed pending issues.

o A closed pending issue is an old issue that has already been resolved.

o These can be favorable or non-favorable

o The reason we have these old closed issues is to give us the ability to look
at what the veteran has filed a claim for in the past.

o These closed issues will show both favorable conditions (conditions
granted service connection) and non-favorable conditions (conditions not
granted service connection)

o Closed pending issues appear below the open pending issues in the lighter
green boxed in area of the Pending Issues page.

o An example of what a closed pending issue looks like is circled in the
screen shown below. ..

/2 pending Issues - Windows Internet Explorer ==

@\T: - IV https:/sd. vetraspec, com/pending.php j % (X ILive Search P

File Edit View Favorites Todls Help
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PENDING AND NON-FAVORABLE, CLOSED ISSUES
PENDING ISSUES
@I ISSUE: Hearing Loss

RECIPIENT: Veteran
ORIGINAL OR REOPENED? QOriginal claim
REVIEW BY:
CLAIM STATUS: In progress
CLOSED: MO
NOTES:

Submitted head Tom private doctor to VA on 5/15/2009.

"NON-FAVORABLE", "CONFIRMED AND CONTINUED" AND "CLOSED" ISSUES:

ISSUE: Tinnitus Delste |

REOPENI
RECIPIENT: Veteran
ORIGINAL OR REOPENED? Criginal claim
CLAIM STATUS: Favorable
Claim filed on:
REVIEW BY:
CLOSED: YES
Delete
REGPEN | —EI
RECIPIENT: Veteran
ORIGINAL OR REOPENED? CQOriginal claim LI
| [0 [ €8 mtemet [H100% -~ 4
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14



Financial Assistance
e We are not currently using this tab

Payments
e This will take you to a screen that shows the up to date payment information of
the veteran

e The Payments screen looks like...

/2 PAYMENTS - Windows Internet Explorer _ & =]

& = [V timsiisdvetraspec.confpayments she Bl & [+l ><]fu= seorch o

File Edit ‘ew Favorites Tools Help

v 88' v| V pavtEnTS x | (Evirtual va | | % - B - = - hPage + (O Tools -
=

PAYMENTS Today is: Jul. 25, 2011
Logged in: Timothy Reisch (reischtn) | Logout

HOME SEARCH “ E-MAIL RESOURCES DOCUMENT S REPORTS m CALENDAR
QUICK MORE MILITARY | CURRENT | PENDING FINANCIAL PACKAGE
OVERVIEW DETAILS SERVICE RATINGS ISSUES ASSISTANCE A R JICUMMIERCRTON] | BECURDS] FEIANGALS ACLAIM

MAME: Duck, Donald SSN: 001-010001 OFFICE: CLAIMS OFFICE VA CLAIM #: 12345678 POA: South Dakota Department of Veterans Affairs

PAYMENTS [200  pavmen]

RECIPIENT START DATE STOPPED DATE REFERENCE AMOUNT NOTES
Veteran Jun. 04, 2006 Jun. 04, 2006 Retroactive $1,250.00 Retro Payment

eteran Jul. 05, 20058 Compensation - Direct $541.00

VetraSpec by DataSpec, L.L.C. | www.dataspecllc.com | 1-877-568-7732 | Help
Use constitutes agreement of the TOS

[-]
| ’—,_’_’_’_’_@Internet |@UDD% T 4
fb‘start| |@ @ o] > | Sgmee. | Scw. [@rar.. | Cluko.. | [Fjzo. .. | Bvea .. | Fiprec... | @vara, | | E|.@“*}§@ﬂ|]u2ﬂ§%ﬁ —

e This screen shows the amount that the veteran receives monthly.

e |t also shows the start date of the payment along with the type of payment
received (Compensation/Pension)

e This screen also shows any retroactive payments the veteran has received in the
last year.

e The Claims Office staff members are the only individuals authorized to edit
payment information on veterans.

e CVSO’s will only be able to view the payment amounts.
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Dependents
e This takes you to a screen that shows the dependents of the veteran.
e When you click on the Dependents tab the following screen appears. ..

/2 Dependents - Windows Internet Explorer = B3

(=97 Vhttps:f,l’sd.vetraspec.com,l’dep.php i & ; ; Live Search 2
it/ |

File Edit ‘iew Favorites Tools  Help

ﬁ e ggl '| v Dependents x | g\firtual W | | @ - L dg; - Iﬁvpage - @Tnnls o =
DEPENDENTS Today is: Aug. 01, 2011
Logged in: Timothy Reisch (reischtn) | Logout
m
QUICK MORE MILITARY |CURRENT | PENDING FINANCIAL PACKAGE
MAME: Duck, Donald SSN: 001-01-0001  OFFICE: CLAIMS OFFICE VA CLAIM #: 12345678 POA: South Dakota Department of Veterans Affairs
DEPENDENT S | ADD|
NAME: Duck, Daffy
RELATIONSHIP: Spouse

ANCILLIARY BENEFITS:

DATE OF BIRTH: Feh. 23 1976
PLACE OF BIRTH:

S0C. SEC.# 001-05-0000

MARRIAGE DATE: Apr. 23, 1994
MARRIAGE PLACE:
DATE OF DEATH:
PLACE OF DEATH:
DATE OF DIVORCE:
PLACE OF DIVORCE:

VetraSpec by DataSpec, L.L.C. | www.dataspecllc.com | 1-877-568-7732 | Help
Use constitutes agreement of the TOS
| YA [E 0% -

wstart| | @ @ o

e On this screen you can see the veterans dependents. ..

O
O
O
O
O

”J |O] Inba. . | I cap... | By map... | & Depe... B vea ... | Direct...l summ.‘.l Vetra...l E|HI§H‘]‘:§’@@§§Q% 9:27 AM

Name

Relationship (Spouse, Child, Etc.)

DOB

Social Security Number

Other important dates (marriage, death, etc)

e If you want to add a dependent you will click on Add in the upper right hand
corner of the screen.
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e When you click on Add the following screen will appear...

.ff Add a Dependent - Windows Internet Explorer

== x]
@\:' IV httpsffsd. vetraspec.comfadddep.php j % *3| X ILiva Search L\

File Edit ‘iew Favorites Tools  Help

i:? abe 88' v| V Add & Dependent b4 | @Virtual W | | @ - & - QEQ = I-_‘:}Page = n:{}} Taols + 7
=
FIRST HAME: |

MIDDLENAME: [ |
LasThame: [ |
RELATIONSHIP TO VETERAN: [Notrelated 7]
DATE OF BIRTH: [Morth =] [Day =] [Year =]
PLACE OF BIRTH: |
soc.sec.#[ |

MARRIAGE DATE: [Morth =] [Day =] [Year (=]
MARRIAGE PLACE: |
DATE OF DEATH: [Morth | [Day =] [vear =]
PLACE OF DEATH: |
DATE OF DIVORCE: [Morth =] [Day =] [Year =]
PLACE OF DIVORCE: |

THIS PERSON IS ALSO A r
CLAIMANT

ADDRESS: |

ADDRESS 2: |

cry: | [State =] zIP: |

PHONE: ([ i

VetraSpec by DataSpec, L.L.C. | www.dataspecllc.com | 1-877-568-7732 | Help =l
T4

|Done F,i,i’ili’ile Internet |+\ 100%:
].'tjstartl |@ & o] >|[S]mbe.. | Scio.. | Bymee.. |[Endd.. Bven.. | Tiorect..| =summ... | @ vera., | | E|H@ﬂ|}$§’@;]g§9@@ 9:32 AM

e On this screen you simply add all known|information in the dependent.

e When you are finished you will click on Add which will save the new dependent
in the veterans page.

e Please note that even if you add a dependent in Vetraspec you will still need to
notify the VA of the new dependent.
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Communication

e The Communication tab is one of the functions on Vetraspec you will use the
most.

e |tisaway for you to stay in contact with the claims office that has been done on
your claim.

e Itisalso an area on each veterans page where you can leave yourself notes as to
what you have all done with the veterans claim.

e After clicking on the Communication tab the following screen will appear...

_{5 Communication - Windows Internet Explorer

===

@t-:v IV https:{/sd, vetraspec, comfcommunication, php j % Ry ¢ ILiveSearch

o[-

File Edit ‘iew Favorites Tools  Help

X | & virtual va

- - (el v sbPage v (O Tooks v

¥ Office visit pateJavgue =] [1 =] [2on=]l  mme:[10 [0 El[am =

CvAcommunicaion \ 0B 7 U | == === =
€ CVS0 communication
© Phone

 Incoming mail

© E-mail

) Other Foth
© Dutgoing mail
" Home visit

O FAX

© Outreach

© Lostclaim

€ 100% P&T and Chapter 35

Submit | hd|
|(1 item remaining) \'{ yé ’_ ’_ ’_ ’_ ’_ ’_ €D Internet [ #1000 ~ 4
lﬁ'start @ é o] » | O] Inba | & Com... | | Direc... | = sum | ] vetra... | Bflven .. | J E|“@ﬂl}%@ A D 5[] 94z amM

e There are numefous different types of communication
located in the/circled area above.

e When leaving communication feedback you will choose oneype of
communj€ation from the circled area, then you will type your message into the

u can use. They are

e Once you have the message typed in the text box you will click on Submit.
e The Communication you have left will be saved at the bottom of the
Communication screen.
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e An example of what saved communications look like at the bottom of the screen
is...

/2 tommunication - Windows Internet Explorer

@:: - IV https:ffsd, vetraspec, comfcommunication, php j ﬂ |§| |E| ILiVB Search |EE|

File Edit ‘iew Favorites Tools  Help

w 88' 'l V communication x | (E irtual va | | - -« Page v () Tooks -+
© Home visit B
O Fax
" Qutreach

€ Lostclaim

€ 100% P&T and Chapter 35

Submit
PAST COMMUNICATIONS WITH THIS VETERAN {(MOST RECENT COMMUNICATIONS APPEAR AT THE TOP)

DATE
ENTERED/EDITED

DATE /| TIME OF COMMUNICATION ENTERED BY TYPE COMMUNICATION DETAILS

08-1-2011 10:55 am Monday, Aug. 1, 2011 10:54 am Timothy Reisch Fhone Spoke with the veteran on the phone and he informed me that him
and his wife were not getting divorced after all. Justa
misunderstanding

08-1-2011 10:54 am Monday, Aug. 1, 2011 10:40 am Timothy Reisch Office Visit The veteran stopped in the office, he informed me that he was in the
process of getting a divorce. | informed him that once the divorce is
final he would need to bring in a copy of the divorce decree. |
explained to him that his wife would then come off of his award as a
dependent.

06-30-20114:36 pm  Thursday, Jun. 30, 2011 4:36 pm Timothy Reisch Filled out Form  Transmittal

08-30-2011 410 pm Thursday, Jun. 30, 2011 4:10 pm Timothy Reisch Filled out Form 21526

08-30-2011 3:37 pm Thursday, Jun. 30, 2011 3:37 pm Timothy Reisch Filled out Form 2122

VetraSpec by DataSpec, L.L.C. | www.dataspecllc.com | 1-877-568-7732 | Help
Use constitutes agreement of the TOS

|Done F,i’i’i’i’ilélntemet |'3§‘;100% = 4
I'b'startl J & @ o »J (0] mba... | ) D, | By map. | & Com... = Direc... | ﬁsumm...l i vea ... | @Vetra...l J E|“@ﬂ]%%\zggﬁl% 57 &AM

e This part of the screen shows all activity that has been done on the veteran
recently.

e |t shows the date and time the action occurred, and who entered the
communication.

e |t also shows the type of communication

o Ex: Forms that were filled out, Office Visit, Phone Calls, and Transmittals
sent Etc.

e The communication detail shows either the message left or the form number that
was filled out.

e As you can see this portion of the page allows you to read through and get up to
date with all that has been done with the veteran.

e You can read and leave any notes you find relevant.
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e Vetraspec will always save the most recent communication and have it show up
on the Quick Overview page

e This will look like...

/2 Quick Overview of this Yeteran Record - Windows Internet Explorer

m - Iv htps:f{sd. vetraspec.com/snapshot phprvet_id=845 j|&||£| |z| ILive Search |P '|

File Edit View Favorites Tools Help

V GQuick Overview of this V... 3 @ Yirkual Wa

@' 'ﬂ%vlﬁpagev@holsv i

RESOURCES DOCUMENTS REPORTS CALENDAR

MY TASKS

QuIcK more || mimary fcurrent || PENDING PACKAGE
overview | peTal service | raimes | 1ssues COMMUNICATION | RECORDS | FINANCIALS | 5 ¢y - veTs

MAME: Duck, Donald SSN: 001-01-0001 OFFICE: CLAIMS OFFICE VA CLAIM #: 12345678 POA: South Dakota Department of Veterans Affairs

DEMOGRAPHIC S OVERVIEW PENDING SSUES OVERVIEW CURRENT RATINGS HELD OVERVIEW
| No Photo Uploaded Yet m HEARING LOSS Combined rating: 40 %
ADDRESS: FoBox 2501 RECIPIENT: Veteran
CITY: SiouxFalls ORIGINAL OR  Criginal claim NOHNE
REOPENED?
R CLAIM STATUS: |
zp: 57117 = progress
DAYTIME PHONE: £05.333.6869 REVIEW BY:
NOTES:

EVENING PHONE:

CELL: () Submitted hearing test from
EMAIL: private doctor to VA on 5/15/2008.
MEDICAL
INFORMATION:
NOTES:

CVSO: David Wells-Claims Office
CLAIMS OFFICE David Wells
PERSON:

Date: 07-01-2011
COMMUWMHCATION: Entered by: Timothy Reisch

Spoke with veteran about any
questions he may have. Mone at
this time

| www.dataspecllc.com | 1-877-568-7732 | Help

| [ 1| |6 mternet | *, 100% -;
Histart| | (G @ o] * | [Clmeo... |acip.. | By, |[Euic.. | Tiorec... | Tsumm... | Bvea .. | @jvera... | | O RS E nran

Records
e We are not currently using this tab in Vetraspec

Financials
e We are not currently using this tab in Vetraspec
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Package a Claim

e This is the feature that you will use to submit claims through the Vetraspec
system.

e The screen that appears when you click on the Package a Claim tab looks like...

/2 package a Claim - Windows Internet Explorer

= =] x|
mv IV https:{fsd.vetraspec. com/package_claim.php j & |§||X| Igo |:|:P v|
File Edit ‘iew Favorites Tools Help

v 2he gg| v| & virtual va | V Package a Claim x | | - - (e v b Page v (i Tools v 7

-

PACKAGE A CLAIM Today is: Jul. 19, 2011

Logged in: Timothy Reisch (reischtn) | Logout
- SEARCH “ E-MAIL RESOURCES DOCUMENT S REPORTS m CALENDAR

QUICK MORE MILITARY | CURRENT || PENDING FINANCIAL PACKAGE

OVERVIEW DETAILS SERVICE RATINGS ISSUES ASSISTANCE AR IS | I EER eS| GO A O | ESCu s | EIRCA LS A CLAIM

NAME: Duck, Donald SSN: 001-01-0001 OFFICE: CLAIMS OFFICE VA CLAIM #: 12345678 POA: South Dakota Department of Veterans Affairs

PACKAGE A NEW CLAIM

This form allows you to prepare a claim and send it electronically to the State Department Claims Office. Select the forms and documents you wish to attach, enter any

information you'd like to communicate to the State Department and click Send. When you have finished, you may check the History below or the Claims Status page to see the
status of the claim.

FORMS TO ATTACH DOCHTMERESR0)

RTTAGH NOTES
2122 r BJ U|m=EE=E=E=;=i= | &7~
[ 214138
214142
[ 21526
[T sddva_policy_statement
Path
-
| Date o e s e A
|(1 item remaining) ’_l_l_l_l_’_@mternet |@{IDD% x4
dystart| | & & o] | [Slinbox- .| Fz01107.. |[&Packag.-

i) veaRe... | Bymarp .. | T oirector... | B Package... | | E|H@|ﬂ|} ARG & 250rm

e This screen allows you to pick the forms you want added into the claim you
will submit.

o NOTE: Only the forms you have completed and saved in Vetraspec
will appear in this window

e You will then check the forms you want added in the claim. This screen also

gives you the option to attach any scanned documents you may want to add to
the claim. (Birth/Marriage/Death Certificates etc.)

Finally, this screen will allow you to write ant message you want to give to the
claims office that is pertinent information to the claim you are submitting.

e The following screen is an example of what it will look like when you are
ready to submit the claim...
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2 package a Claim - Windows Internet Explorer

19 [=]
m - IV https: fisd, vetraspec,comfpackage _claim,php

EI[ & [l4olf xfloo 2]

File  Edit  View Favorites Tools  Help

vy e 88' '| (& virtual va | V Package a Claim x | |

@' '@ngagev@Toolsv >

=
PEc Today is: Jul 19, 2011

Logged in: Timothy Reisch (reischtn) | Logout

QUICK MILITARY | CURREN PENDING FINANCIAL PACKAGE
OVERVIEW SERVICE RATINGS ISSUES ASSISTANCE CONAIESCATION ) | RECO | et

A CLAIM

NAME: Duck, Donald SSN: 001010001 OFFICE: CLAIMS OFFICE VA CLAIM #: 12345678 POA: South Dakota Department of Veterans Affairs

PACKAGE A NEW CLAIM

This form allows you to prepare a claim and send it electronically to the State Department Claims Office. Selectthe forms and documents you wish to attach, enter any

information you'd like to communicate to the State Department and click Send. When you have finished, you may check the History below orthe Claims Status page to see the
status ofthe claim.

DOCUMENTS TO
FORMS TO ATTACH ATTACH NOTES
M 2122 r BIU/mE=E=E=Zi=9 |9
7 214138 Original Claim for 1.) Hearing Loss 2.) Tinnitus 3.) PTSD. I have also attached & 21-4138 as teh veteran
214142 had a statement concerning his hearing loss.
W 21526

Please take the appropriate action. Thank You.

¥ sddva_policy_statement

Path: p

_Send |

CLAIM HISTORY AND STATUS

‘ Ef}f Status Forms sent Docs sent Notes Worked by Action hd|
[pone ’_’_’_’_’_’_r Irkernet (1% v g
Aistart| | (G @& (0] | [O]mbox-...| Tz01107... [ Packag... Bflveare... | Bymaro -.. | T prector... | ] Package... |

|ZAd "B RO EY s0m

e As shown above, once the desired forms/documents are selected and a brief note

explaining the action you want taken is given, you click on Send.

To check the status of this new claim or any other claim you need to go back to
the Home page...
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/2 Welcome - Windows Internet Explorer =] ]

% - Iv https:f{sd. vetraspec.com/core. php j|i“£| |z| Igo |P '|

File Edit View Favorites Tools Help

W e 88' v| & virtual v, |VWelcome xl | 0 - B - o= - srPage -+ (O Tools v 7

-

.ETRJ‘ PEc WELCOME Today is: Jul. 19, 2011

Logged in: Timaothy Reisch (reischtn) | Logout

[ roomosscs earchfora Veteran

Review by: Enter all or part of any of the following:
SSN: [ (XXX-XX-XXXX)

CLAIMS OFFICE Last name: |

SCANNED DOCUMENT S REPORT )
First name: |

For: ICIaims Office vl

State/Claims Office will see VA claim number: |

documents for the entire state

unless a county is specified above.. Search

from:
oy =l s =] [z =] Percent sign = wildcard.
Examples:

See all my veterans

to:
| duly =l [z = o e

A% in the last name field will return all vets whose last name begins with A.

And% in the last name field will return all vets whose last name starts with And (Andrews,
Anderson...) -
%1234 in the SSN field will return all SSN's that end in 1234.

MY CALENDAR

R R( j
| [ 1| | mternet ST
ﬂ.';'start| J @ @ o J @Inhnx--‘-l =] 201107... ”@WT B vBaRe... | By maen - | T biretor... | pack‘age"'l J E|HE—E@]®‘:§'@$£Qﬁ e

Click on Claims

® This will take you to a screen that will ask you a few search options to find the
recent claims you have submitted via the Package a Claim function in Vetraspec.

® The screen that appears when you click on the Claims tab looks like...
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/2 Package a Claim - Windows Internet Explorer

I [=d B3

@z: - IV hittps:/{sd. vetraspec. com/claim_status . php j & |§| |Z| Igo |:[P 'l
File Edit ‘iew Favortes Tools Help

Wk 88' v| (E virtual va | V Package a Claim x | | - = - |2 Page - (G Tools + 7

=

ETR!\ PEc PACKAGE A CLAIM Logged in: Ti-mntin.r Reisch

(reischtn) | Logout!

HOME SEARCH “ E-MAIL RESOURCES REPORTS CALENDAR MY TASKS

CLAIM STATUS

ShOWZIMYC\a\ms vl ' submitted by county ' Received by SDVA ' Need more information from county
SDVA € Allclaims Submit

' Filed by SDVA © Rating received by

[ ]
|Done ’_I_I_I_I_’_@ Internet ‘ ""\ 100% - 2
distart| | & @ 0] | [Olibex-... | Fz0107... |[@ packag... §#veare... | Bymapo .. | T pirector.., | @]package.. | | ZHO 2% S0 FEY azm

® This page will allow you to choose from a variety of search options to filter the
claims you want to check on.

® The search options are...
O Submitted by county
Received by SDVA
Need more information from county
Filed by SDVA
Rating Received by SDVA
O All Claims

® Once you have the desired search filter options you want selected you can click
on the Submit button.

O O OO

® The screen that appears when you click on the Submit button looks like...
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/2 Package a Claim - Windows Internet Explorer m=1ES

@v\; - IV htps: fisd.vetraspec. comjdaim_status, php j ﬂ |§| |E| Igo |p ‘|

File Edit View Favorites Tools Help

e o 88' v| & virtual va | V Package a claim x | | - Bl - =+ |hPage v (iTods - 7

s

PEc PACKAGE A CLAIM Logged in: Tlmmhy Reu;ch

(reischtn) | Logout)

CLAIM STATUS

Shaw: [My clams =] ' Submitted by county ' Received by SDVA ' Need more information from county 7 Filed by SDVA ' Rating received by
SDVA 0 Allclaims Submit

SUBMITTED
VET maiE STATUS NOTES counTy cvso CHAMS - sction

f PACKAGED OFFICER
| I‘K_ 07-19-2011 [T Received DEPENDENT'S GUARDIAN FILES FOR APFORTIOMNMENT. Pennington Meal - Lucy dit Delete Print

Lutke  Hartman =it

FROM THE CVS0O: Veteran is also requesting to enrall in
VocRehab. Application was sentthrough the mail.
Resubmitted ‘eteran is requesting a re evaluation of his 20% service connected

[ Resent to state on _knbee condition. He continues to have problems and is hindering his 5
07-07-2011  07-07-2011 job. - ) ) Pennington 2" David Wells Edit Delste Print

Sentto state an Ve?eran a!so_has blood in his urine which he attributes to taking the Kivi
07-07-2011 pain medication for_ms knee. )

eteran also has high blood pressure which he was prescribed

medication for initially be VA, He believes the condition is also related

to his military service

_Submi |

VetraSpec by DataSpec, L.L.C. | www.dataspecllc.com | 1-877-568-7732 | Help

Use constitutes agreement of the TOS |
4

| ’—,_’_’_’_’_r Internet |’?§-’;1DD% T
disean| | (3} @ O] | _Jimbox- | T a7, [[@ Packas.. o - | T orector. | B package.. | B ek, | | ZH ) T 8 2O BT ansen

e As you can see above, this screen shows the name and file number of the vet.
(Boxed out for privacy reasons)

e |t also shows the date the claim was packaged and current status of the claim.

e The notes section shows any notes left by either the CVSO or claims office
employee.

e You can also see the county the claim came in from and the CVSO of the
respected county.

e You can see who the claims officer is who is working the claim in Sioux Falls.

e Finally, under the Action section you can edit, delete, or print the claim status out.
o NOTE: The claims office staff are the only users who are authorized to
delete claims.
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Notes

Once you have submitted your claim via the
Package a Claim function it will automatically be
assigned to Lucy in the Sioux Falls claims office.
Lucy then will assign the claim to a service officer.
If there is any more information needed or the
service officer has any questions on the claim they
will send it back to you to fix or add more
information.

o NOTE: This is why it is important for you to
check the status of the claims you have
submitted to see if more is needed from your
office.

Once the claim is sent back the service officer will
then print out the claim in Sioux Falls and submit it
to the VA for adjudication.

- The Package A Claim function is only
intended to be used for veterans who are
residents of South Dakota and have their
POA through one of the service
organizations the SDDVA
represents.(Not PVA or DAV)

e Retired Enlisted

SDDVA

VFW

American Legion

Military Order of the Purple Heart

Blinded Veterans Association

Non-Commissioned Officers

Association

« American Ex-POW
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My Vets
e When clicking on this tab you will be taken to a screen that shows a list of all
veterans assigned to you in your county.

Veterans Page (Cont)

® \We now will look at the top row of tabs on the veterans page.
O We will start from right to left.

My Tasks

® You will not be using this tab in Vetraspec

Calendar
e This will take you to a fillable calendar you can use if you wish.
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Forms
e When you click on the Forms tab the following screen will appear...

@t; - Iv httpsffsd. vetraspec. com/farms. php j ﬂ |§| |z| ILiva Search |D '|

File Edit ‘ew Favorites Tools Help

ooty [ aeore, | ey Jomes e

HAME: Duck, Donald S5N: _001-01-0001 OFFICE: CLAIMS OFFICE VA CLAIM #: 12345678 POA: South Dakota Department of Veterans Affairs
Available forms Forms printed for this weteran
{all forms open in a new window) {opens in a new window}

Transmittal Letter (Only visible to State Department.) SDDVA awma

Blank letterhead (Only visible to State Department.) SDDVA 2122 201 " ||Edit|Print) X

Claim Coverietter SODVA sddva_policy_staternent Jé"ﬂ-%ﬂ- Edit|Print| %

SDDVA Policy Statement SDDVA Jun. 30

Traumatic Brain Injury {TBI)Signs and Symptons Questionnaire SDDVA 214142 2011 " [Edit|Print| X

VA119 Report of Contact SDDVA 214138 Jg‘ﬂﬁﬂ- Edit|Print| %

Claims Office Forms (invisible to all other offices) TRL

Revoke Letter SDDVA 21526 2011I EaitPrnti X

Veteran 100% SDDVA

BVA Video Hearing Letter SDDVA

BVA Travel Board Hearing Letter SDDVA

Video Hearing Letter SDDVA

Siouyx Falls Hearing Letter SDDVA

Overpayment Letter SDDVA

VARO COMMON FORMS

20.572 Request for Change of AddressiCancellation of Direct Deposit VBA

2122 Appointment of Veterans Service Organization VBA

214138 Statement in Support of Claims VBA

214142 Authorization & Consent to Release Information to the DVA VBA

24-0286 Direct Deposit Enrollment j

|Done ’_ '_ '_ l_ l_ l_ @ Internet | +100% - A

ﬂ;rstartl |@ & o] > |[S]mbe.. | Scip... | Brmee.. |[&rorm.. [ Tioirec... | [T summ... | B vea .. | verra., | | E|H|§|ﬂl}?§’@k]§§ﬁﬁ 10538 &M

e On this page you will be able to complete a broad number of forms available.
e The forms listed on the left side of the screen are blank and new.
e Once you click on the desired form it will pop up in a new window.
o Vetraspec will automatically pull any information over into the form that
you have already put into the veterans page such as...
Name
DOB
Social Security Number
Military Service
Dependents
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e Once you are done with the form you can either print it now or save it to complete
it later.

e You will have these two options at the bottom of the form.

e This looks like...

/= Forms - Windows Internet Explorer 18 x|
'.\-:_)-' - IV https:/fsd. vetraspec.com/forms.php j % X ILive Search 2
File  Edit ‘“iew Favortes Tools  Heln

/‘ 21-22 - Windows Internet Explorer = [=1E3
o e 88' v| V Forms | e
| = T IV https:{isd.vetraspec.comfforms/2122, php#fid=6723&mode=edit j % (| X ILive Search Feaks

)

\lt

File Edit Wiew Favorites Tools Help

2 - :
ETR'OF: = v B e e Tk
1 Fa ] T M (s ¥ FEaETal Tax ToTanan Lo
that service organization appointed as my representative. It is understood that no fee or compensation o

o]
- whatsoever nature will be charged me for service rendered pursuant to this power of attorney. | understand that the service organization | hat

appointed as my representative may revoke this power of attorney at any time, subjectto 38 CFR 20.608. Additionally, in those cases where i
OUERVIEIN DETAILS veteran's income is being developed because of an income verification necessitated by an Internal Revenue Service verification maich, the

NAME: Dupuy, Thomas Han assignment of the service organization as the veteran's representative iz only valid for five years from the date this form iz signed for purpose
restricted to the verification match. Signed and accepted subject to the foregoing conditions.

all Te
as provided in ltems 13 and 14), to

; THIS POWER OF ATTORNEY DOES NOT REQUIRE EXECUTION BEFORE A NOTARY PUBLIC
15. SIGNATURE OF CLAIMANT (Do Mot Print) 16. DATE SIGNED
SDDVA Forms
| | Browse.. May =l 10 7] [2011=]
Transmittal Letter (Only
1 VA VA FORM 21-22-1 SENT TO: DATE SENT ACKNOWLEDGED REVOKED (Reason and da. | X
Blank letterhead (Only vi USE | CERFILE EDUFILE INSURANCE (Date) o
Claim Coverletter onLy'LE X
X CH.30 DEAFILE LGFILE -
SDDVA Policy Statemen —
X X i | |MOTE: As long as this appeintment is in effect the organization named herein will be recognized as the sole agent for presentation of your cl | %
Traumatic Brain Inju before the Department of Veterans Affairs in connection with your claim or any portion thereof, [
VA 119 Report | |va Form WDCKS OF VA FORM 21-22, NOV 2005, %
Claims Office Forms (in JUN 2008 WILL B ED. -
Choose one: ¥
Revoke Letter -
Save this form and complete it later. —
Veteran 100% I X o X
. Save this form and print it now. =
BVA Video Hearing L ette —
BVA Travel Board Hearil
Video Hearing Letter hd
Sioux Falls Hearing Lett/ 1 | L
* o, -
Overpayment Letter [pone l_l_l_’_’_’_|e Inkernet |, 100% 7
VARO COMMON FORMS
20-572 Request for Change of Addressi/Cancellation of Direct Deposit VBA ;l
| 0 1 [ & mternet [H1oe -

EBStartl J @ @ o ”J | O] Inb... | D ch... | By ma... | E For... | ﬁDlre...l ﬁsum...l @Vetr...l ] VBA...“@ZI—... J E|“@ﬂ]%@ﬂg’9ﬁ@ 11:01 AM

e If you click on save this form and print it now a widow will appear with a print
preview of the form.
e You will then just need to select Print and select the desired number of copies.
e If you click on save this form and complete it later Vetraspec will save the form
as you have completed for you to complete at a later time.
o Even if you are done with the form you can use this function to save the
completed form in the forms page.
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The completed and saved forms appear on the right side of the forms page.
An example of these forms is circled in the window below...

f,.: Forms - Windows Internet Explorer

@; - IV https: fisd . vetraspec, comfForms. php j ﬂ |E||E| ILive Search |P ‘|
File Edit View Favarites Tools Help
w == - VForms X | & virtual va

QuUICK MORE MILITARY CURRENT FINANCIAL
OVERVIEW DETAIES SERVICE RATINGS w ASSISTANCE
HAME: Dupuy, Thomas Harry 55N: 504-56-3088 OFFICE: CLAIMS OFFICE VA CLAIM #: 28435565 POA: Veterans of Fol n Wars of the United States

EffStartl J & @ o ”J (O Inbo... | D, | By mar... | & Form... | = Direc... | @summ‘..l Vetra...l

Available forms Forms printed for this veteran

{all forms open in a new window) {opens in a new window)
SDDVA Forms ACTION
Transmittal Letter (Only visible to State Department.) SDDVA - Aug. 01, N
Blank letterhead (Only visible to State Department ) SDDVA Transmittal 2011 |EAItPrint| X
Claim Coverletter SDDVA Transmittal Mgg-ﬁﬂ- Edit|Print| X
SDDVA Policy Statement SDDVA ] Way. 20, T
Traumatic Brain Injury (TBI)Signs and Symptons Questionnaire SDDVA 21526b_supp_claim 20m Edit|Print) X.
VA 119 Report of Contact SDDVA Transmittal fv1gg-1110. Edit |Print| X
Claims Office Forms (invisible to all other offices) 122 May. 10, cotlprmtlx
Revoke Letter SDDVA 2001 ||
Veteran 100% SDDVA Eddva_pohcy_statement Mgg.ﬂ]ﬂ, Edit [Print| X
BVA Video Hearing L etter SDDVA
BVA Travel Board Hearing Letter SDDVA
Video Hearing Letter SDDVA
Sioux Falls Hearing Letter SDDVA
Overpayment Letter SDDVA
VARO COMMON FORMS
20-572 Request for Change of Address/Cancellation of Direct Deposit VBA
21-22 Appointment of Veterans Service Organization VBA
214138 Statement in Support of Claims VBA
21-4142 Authorization & Consent to Release Information to the DVA VBA
24-0296 Direct Deposit Enrollment

=

[0 [ [ [ |ébmtemet

[fow - 4

Once these forms are saved they appear on the right side of the Forms screen.
Vetraspec shows you the...
o Form#
o Date Printed (Even if you haven’t printed the form the date will be when
you last edited the form)
You can also edit the form, print the form, or delete the form if you wish.
o Note: Once you delete a form you there is no way to recover it.
All forms that show up saved on the right side of this screen will be available to
you to use in the Package a Claim function of Vetraspec.
o Note: You can complete the form, save it, then go to the Package a Claim
tab and submit it to the claims office.
If you have issues with the forms page it is important to call the claims office for
assistance, they can see what you have saved and may be able to talk you in the
right direction if you are having issues finding a form.
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Repo rts
When clicking on the reports tab Vetraspec takes you to a page that allows for a
number of different reports to be run to give you general information on the
veterans in your county.
e When you click on the Reports tab the following screen will appear...

{2 Reports - Windows Internet Explorer _ & =]

6—.;:: - Iv https:ffsd, vetraspec, comfreports, php j ﬂ |E||z| ILiva Search |,D '|
File Edit ‘ew Favorites Tools Help

88' '| V Reports x | @Virtual WA | | @ - - QE; - IjPage - @Tools -7

-

PEc REPORTS Logged in: Tlmothyr Reuach

(reischtn) | Logout

REPORTS
PENDING ISSUES RECOVERIES COMMUNICATION RECORDS REQUESTS CURRENT RATINGS

Pending issues by date One-Time Payments and 12 CV30 communications by Records requests not Ratings by tvpe
Month Projections date received
All pending issues Mumber of ratings by trpe
Retroactive amounts by VA communications by date  Records by date
Pending issues by stage county and date
(NOD, S0C, VAFORM 9, Telephone calls by date Records requests by month
REMAMD, BYA) Retroactive amounts by date
andPOA Office visits by date Records requests by year
Closed pending issues by
date Total monthly awards by Home visits by date
POA
Pending issues by status (In E-mails by date b
progress, favorable, non- Retroactive amounts by date
favorable..) Incoming mail by date FINANCIAL ASSISTANCE | DIAGNOSTIC CODES
Total monthly awards by
Al closed issues date . . All by date Current Ratings
Outgaing mail by date Diagnostic code by condition
Pending issues by Retroactive amounts by FAX by date By type. date and status (by code, current ratings)
emplovee employee TAl Dy date
All by program Diagnostic code keyword
Tatal monthly awards by Outreach by date (by keyword, current ratings)
emplojee ) Allfinancial assistance )
Other communication by requests Pending Issues
Total awards by vear date Diagnostic code keyword
(by keyword, pending and
Total awards for ALL vears All communications by closed issues)
Toialawards for ALL vears month j
| T T 6 mternet [#100% -

distart| | (@ @ (0] > | Olmbo... | cip... | Bymer.. |[@repo.. Tibiec... | Fsumm... | & vetra.., | Bves . | | EHOD® G D Y 1man

e Asyou can see there is a variety of different reports that you can choose from.

e These reports give you a way to track what is going on in your county.

e You can check on all pending issues you have going, total retro amounts, total
monthly award amounts, Etc.

e You can use all these reports or none of them; it is simply a feature for your
convenience if you wish to use it.



Documents

e This page shows all documents that have been uploaded to the veterans page.
e Generally the documents in this page are letters the veteran has received from the
VA at some point in time.
e The letters are labeled as...
o Development Letter mm/dd/yyyy (These are typically letters that are sent
to the veteran prior to the rating decision)
o Rating Decision mm/dd/yyyy
o Rating Decision Codesheet mm/dd/yyyy (This shows all conditions the
veteran is service connected for, also any conditions that the veteran has
put in for but was denied)
o Notification Letter mm/dd/yyyy (These can be a variety of letters from the
VA such as Drill Pay Adjustments, Benefit Summary’s, Etc.)
e Other documents in this area can be forms that you have filled out by hand with
the veteran, and then scanned into Vetraspec.
e For an existing veteran this screen will look something like...

fj Documents - Windows Internet Explorer _ & x]
@t_-: - IV https:/fsd. vetraspec.com/docs. php j % 22 (B3 ILiva Search P
File Edit ‘iew Favorites Tools Help
ﬂ? qu; 88' '| V Documents x | @Vlrtual WA | | @ - m - déh - l-_ﬂ'Page - @Tools .
2l
DOCUMENTS FOR THIS VETERAN
DOCUMENTS FOR THIS VETERAN {CLICK A FILE NAME TO VIEW THE FILE)
FILE NAME TYPE ACTION
Development Letter (IHD) 16 May 11 [%] ward Document Delete
Dewelopment Letter 6/2/2011 - IHD Claim El ‘whord Document Delete
Rating Decision 7/8/2011 - [HD 30% |Z| FDF File Delete
Rating Decision Codesheet 7/8/2011 - IHD 4
o [x] POF File Delete
Award Letter 7/13/2011 - IHD 30% |z| FDF File Delete
UPLOAD A NEW DOCUMENT
TIP: If you have multiple files for one veteran, zip all the files and upload the zipped file.
Step 1:
Give the file a descriptive name:l
Step 2:
Click Browse to locate the document on your hard drive, then click Upload.
I Browse... | b
Step 3:
[rrarrs I L =
| T T 6 mternet | [#100% -

ﬁstartl J @ @ |£| ”J @Inbu... |L:")C:'(D... |%MAP.‘. | @Docu... ﬁDirec... | ﬁsumm...l @Vetra..‘ | VBA... | J E|“gﬂ]‘:§&} §§0@® 11:55 M

e From this screen you can click on the desired document which will appeay in a
new window for you to view.

e You can also delete an unwanted document from this page by clicking Delete.
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Uploading Documents into Vetraspec

® We will now go through a step by step process of how to upload documents
into Vetraspec.

1. You will scan the desired document into a temporary location file.
o You can create a Scanned Documents folder on your desktop to save your
scans into.
2. Once you have scanned the document, rename the file so you know what it is.
3. Once the file is saved you will go to the Documents tab in Vetraspec
o Once you click on Documents, the following screen will appear...

/2 Documents - Windows Internet Explorer (3] ]
@::: - IV https:/fsd. vetraspec, com/dacs, php j ﬂ |E| |Z| ILive Search |IP 'l

Flle Edit Wiew Favorites Tools  Help

v V Documents x @Virtua\ WA @ - - @ T QPEDB - @Tools -7

QUICK MORE MILITARY | CURRENT | PENDING FINANCIAL PACKAGE

NAME: Duck, Donald SSN: 001010001 OFFICE: CLAIMS OFFICE VA CLAIM #: 12345678 POA: South Dakota Department of Veterans Affairs

DOCUMENTS FOR THIS VETERAN

DOCUMENTS FOR THIS VETERAN (CLICK A FILE NAME TO VIEW THE FILE)
FILE NAME TYPE ACTION

Mone at this time

UPLOAD A NEW DOCUMENT

TIP: If you have multiple files for one veteran, zip all the files and upload the zipped file.

Step 1:

Give the file a descriptive name: |
Step 2:
Click Browse to locate the document on your hard drive, then click Upload.

| Browse...

Step 3:

Upload I << Do NOT click this button more than once, even if it takes a really long time to upload the document.

[«]

| [ [ [ [émternet [F 100w »
@start' |@ @ o] *||[E]mb.. | S | Byma.. ”@T Fiore.. | Tiaum... | B verr...| Bfjvea...| Eirer... | | E|H|§|ﬂ]}i§%}gggﬁ@ 1:08 PM

e Asyou can see there are three steps to uploading the document.
o Step 1: In this block you will give the file a descriptive name, a list of
examples of how to name files is listed below.
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Reference Sheet — How to Label Scanned/Uploaded Documents

County:

Forms: Use the VA form Number followed by the date it was filled out. Do not use
special characters other than _

Examples:
VAForm21526_06JAN16
DD214 _09APR16

If you are uploading miscellaneous documents just name them accordingly. Be
descriptive when possible.

Examples:

210781 _2July2016

PTSDstatement2July2016

MedicalRecords2July2016

e Step 2: In this block you will click on browse, this will make a window pop
up where you will find the folder you saved your scan into and double click
on the file you want uploaded.

e Step 3: Once you have the correct file in step 2 you can click on Upload in
step 3

o This will upload the document into Vetraspec.

e NOTE: Everyone’s scanner is set up differently in each respective county,

consult your field officer for help in setting up your scanner, and/or uploading

files.
o As always, the claims office is always available to answer any
questions you may have.
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Resources

e This will take you to a screen that will allow you to search the full text version of
both the 38CFR and the M-21-1MR (the VA’s Manual for Operations)

Email

e This takes you to an email system inside Vetraspec.
o As of now we are not using this, we will continue correspondence via
email through your current email address.

Add

e To learn the functions from the Add page, refer to page 3.

Search

e When you click on search the following page will appear...

/2 welcome - Windows Internet Explorer _|g]
g;: - IV https: /jsd wetraspec.comfcore.php d % *2 || X ILNE Search yoaks
File Edit Wew Favorites Tools Help

= o »
i:? afy ggl -| VWe\come » | @\-‘irtual\m | | @ T - @ T ﬁ}Pa‘JE b @TDDIS T

-

WELCOME Today is: Aug. 02, 2011

Logged in: Timothy Reisch (reischtn) | Logout
[ poonosss | Searehfora eteran

Review by Enter all or part of any of the following:
SSN: [ (XOCXX-XXXK)

CLAIMS OFFICE Last name: I

SCANNED DOCUMENT S REPORT .
First name: |

For: | Claims Office vl

State/Claims Office will see VA claim number: |

documents for the entire state

unless a county is specified above..

from:

[awguet =] [2 =] 2011 =]

See all my veterans

Percent sign = wildcard.
Examples:

to:
[awgust =] [2 =] 2011 =]

Submit

A% in the last name field will return all vets whose last name begins with A.

And% in the last name field will return all vets whose last name starts with And (Andrews,
Anderson...) L
%1234 in the SSN field will return all SSN's that end in 1234,

MY CALENDAR

- =
|Dona l_l_l_l_’_’_ @ Internet | N00% - g
wstartl @ é |_—| & |_—|1an>< ”ﬁwdcu %MAPD | ) CiDoc. . | ﬁD\rector...I VBARe... | \u'etrasp...l J E|m@ﬂ]g%’@g;a@@ 10:13 &M

e You can search for a veteran using either the veterans...
Social Security Number

Last Name

First Name

VA Claim Number

0 O O O
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Tabs

We have now reviewed what happens when you click on each of the tabs in
Vetraspec.

This is a basic guide to each of these tabs and the functions available on each
page.

Remember if what you want accomplished is not pointed out in this guide, you
can and should direct any and all questions to either your field officer or the
claims office in Sioux Falls.
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Adding Electronic Signatures onto Forms in Vetraspec

e The following will guide you on the process of getting a veterans electronic
signature from the pad onto the form in Vetraspec.

e First you will click on the Signature pad icon on your desktop.

e Upon clicking on this the following screen will appear...

@SigTonl Imager Plus ﬂ'@

Wirtual Y&

— Signature Capture

SIGN I LCLEAR LOAD SIG CREATE IMAGE

A

—Autaave
C0n < 0 File Path ‘

\ |
\ __[ettings... |

tﬂstartl @ e > || Inbux-...l gwacum...| By MaFD ... | @H:'\SCANS' BA Re... | B vetrpsp. . ||W sigrool... | E|Hﬂ|}@‘}§’@§’ﬁﬁ@ 1:32 PIM

Once this screen appears you can click on&ign

After clicking sign you will have the veteran sign the pad
Once the veteran has signed you click on Create Image
After doing this you can close the Sigtool program.
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e Next you will go to your Signatures file, or the file location you have set up to
send your electronic signatures to.
e Once in this location you will find the signature you just saved and rename it to a
file name that you will be able to identify the signature with the veteran.
o A good name would be the last name of the veteran followed by their last
four.
o EX:DOE1234
e You can now close out of this folder.
e You will now go to the form in Vetraspec that you want to insert the signature
into.
e You will then scroll to the bottom of the form where the signature will go, this
screen will look like...

_(,;'Furms—\'d'induws Internet Explorer = ﬁl|1|
@T_: A IV https:/fsd. vetraspec. com/forms. php j % L S ILive Search L2\~
File Edit  Wigns E-uewkec  Tocl e

12? e Bl /2 21-22 - Windows Internet Explorer M=k
ca||Fr——
L \ Az IV hitps:jfsd. vetraspec.comfformsi2122.php j % *9 0| X Ilee Search Pk .

PACKAGE
A CLAIM

QUICK File Edit View Favorites Tools Help
OVERVIEW
NAME: Duck, v ke V21-22

L =L

I

VETS

- l-_;“'Page - .:(j- Tools = 7

me elera Alld o Telfease ary and all orrmy records, 1o ude d [] arrmy Jeral 1ax 4] atlon (omne
s 13 and 14), to that senvice organization appointed as my representative. It is understood that no fee or compensation of
whatsoever nature will be charged me for service rendered pursuant to this power of attorney. | understand that the service organization | ha:
appointed as my representative may revoke this power of attorney at any time, subjectto 38 CFR 20.608. Additionally, in those cases where
veleran's income is being developed because of an income verification necessitated by an Internal Revenue Service verification match, the
SDDVA For assignment of the service organization as the veteran's representative is only valid for five years from the date this form is signed for purpose

Transmittz | |restricted to the verification match. Signed and accepted subject to the foregoing conditions —
Blank lette THIS POVWER OF ATTORNEY DOES NOT REQUIRE EXECUTION BEFORE A NOTARY PUBLIC " |Edit|Print| X
Claim Cove| | 15- SIGNATURE OF CLAIMANT (Do Mot Prin) 16. DATE SIGMED 0. | gitlprint| x.
SDDVA Pol
Traumatic H Browse, . IAugust j |5 j |2011 j 0, Edit|Print| X
| || ya | vAFORM21-22-1 SENT TO: DATE SENT ACKNOWLEDGED REVOKED (Reason andda |-
VA 119 use | CERFILE EDUFILE INSURANCE (Date) " |Edit|Print| X
Claims Off [)NLYHLE

CH.20 DEAFILE LGFILE  |Edit|print | x

Revoke Le \
MOTE: As long as this appointment is in effectthe organization namied herein will be recognized as the sole agent for presentation of your cl
Veteran 10| |before the Department of Veterans Affairs in connection with your clakm or any portion thereof

|
BVA Video | |vaForRm ‘21 2 |EXISTING STOCKS OF VA FORM 21-22, NOV 2005,
JUN 2009 WILL BE USED
BVA Trave Choose o
Video Heal
] Save this form and completd\it later.

Sioux Falls Savethisfurm and print it now,

Overpaymi

VARO CON

20-572 i

21-22 a | <

|Dnne l_ l_ ’—Y l_ l_ l_ |0 Inkernet | "“ 100% - 2

214138 e S

21-4142 Authorization & Consent to Release Information to the DVA VBA

24-0296 Direct Deposit Enroliment ;I
| T 6 meenet [E 0% -

distart| | @ @ 0] * | [Olko... | @rom. | Bymee... | s | Bvea .. | Evera., | W so.. [[E212. | O 2R 4MIDFEY tmm

e Once at the bottom of the form you will click on Browse
e After you have clicked on this a new window will open

38



e This new window will look like...

ialj vetraspec.doc (Recovered) - Microsoft Word 1= x]
JEiIe Edit Wiew Insert Format Tools Table Window Help 1'|

DeE8RY| =B F| = o

eFOE=8 B9 e -G .

J Normal f 21-22 - Windows Internet Explorer
L 2.3 T ——yT— = (0 P e—
e Choose file
File  Edit  View Fa
rE———— Look in: | () JTEs—"—

v a2z

=1olx|

[ e e e
4

(2] 7|EE| f—

»
E - @Tools -

as provided in tems
whatsoever nature w
appointed as my reg
veleran's income is |
assignment of the se
restricted to the verif Desktop

15, SIGNATURE OF

I: 4y Documents

WA FORM 21
U\::E CERFILE
ONLYF”'E
CH.30 [

MOTE: As long as th

My Music
My Pickures
Vetraspec

" award.pdf

Bio.doc
W50, xls

}desktop.ini

Package A Claim.doc
PENSION, doc
Tirn Passwords, doc

g [U_ 3 :.I
ompensation o

rganization | ha:
e cases where
Blion match, the
ned for purpose

Reason and da

ntation of your cl

-

| »

hefore the Departme File name: I / ﬂ Tpen I
VA FORM
|4un 2008 Files of type: IAII Files ") / j Cancel |
2
Save this form and complete it later.
Save this form and prinfit now.
_ 2
|Done I l_ l_ l_ l_ l_ l_ |— Internet

[H1o0w -

E|A

JD[awv % c-j|AgtoShapes' ™~ \DD‘|&‘£vév#j

=

|Page 39 Sec 1 39f38 [at 13 In3 Coll

[rec frree st fowre (O [

distart| | (@ @ (o] | Olmbox-... | & Foms-... | Bywaro . | Hipcans | [ veare... |[@z1-2z-.. | @] vetrasn.. | | oD R EY zosem

e You will now click on the drop down menu and find the file that you saved the

signature into earlier.

e Once you have found the signature you will double click on it.

e This will insert the electronic signature into the form.
e The last steps are selecting either, save this form and print it now or save this form

and complete it later.
e This will save the signat

Note

Again, you can and should direct any and all questions in this area to either your field

officer or the claims office in Si

ure into the form for later use.

oux Falls.

39



