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[bookmark: _Toc27595733]e-VA Training Exercises
Introduction
The e-VA Training Exercises document is designed to support and reinforce live training sessions on the Vocational Rehabilitation and Employment (VR&E) Service’s new Electronic Virtual Assistant (e-VA) system. 
VR&E is implementing the e-VA solution as part of its broader modernization effort.  e-VA is powered by the Semi-Autonomous Research Assistant (SARA), an artificial intelligence (AI) based, mobile-centric application.  The e-VA solution (powered by SARA) is designed to reduce administrative burdens for VR&E staff associated with routine tasks such as scheduling, communication, and case tracking.
How to Use this Document
VR&E staff participating in live training on e-VA will use the exercises in this document to practice new skills during the interactive training session. The exercises may also be used post-training event to refresh new skills and gain confidence in using key e-VA features and functionality.
During live training, the e-VA training instructor will demonstrate system functionality and lead users through the exercises in this document, providing an opportunity for hands-on practice of demonstrated capabilities in the training environment. 
Document Structure and Layout
The document is structured into topic-based objectives with exercises relevant to key e-VA features and functionality related to each topic. Exercises include screenshots as references to support participants as they navigate through each objective and associated exercise.  
TERMINOLOGY AND DEFINITIONS
As VR&E employees participate in training and gain familiarity with e-VA, there are several new terms to be aware of when using the application. The table below provides a brief reference for understanding terms used in the system and in training that may be new. 
Table 1: e-VA Terms and Definitions
	Term
	Definition

	Artificial Intelligence (AI)
	The theory and development of computer systems able to perform tasks that normally require human intelligence, such as visual perception, speech recognition, decision-making, and translation between languages.

	Assignment
	An assignment in e-VA is a directive for e-VA to perform specific tasks based on built-in logic and business rules.  

	Claimant
	The term “Claimant” in the context of e-VA refers to an eligible individual that is participating in the VR&E program. It is used synonymously with “Veteran” and “client” to refer to VR&E program participants. 

	Client
	The word “Client” in e-VA is equivalent to the term “Claimant” or “Veteran” and refers to individuals receiving VR&E benefits and services.  Anywhere the word “Client” is displayed in e-VA it refers to a VR&E program participant. 

	e-VA
	Electronic Virtual Assistant (e-VA) is VR&E’s new Artificial Intelligence (AI)-based application that supports VR&E staff by performing routine case management tasks, allowing them to spend more time on value-added services. 

	SARA
	SARA refers to the Semi-Autonomous Research Assistant, which is an artificial intelligence (AI)-based, mobile-centric application that uses two-way texting, email and html to communicate and exchange information with VR&E program participants and perform routine case management activities. SARA is the underlying software on which e-VA is built; therefore, wherever SARA is mentioned in e-VA training materials or in the e-VA system, it is used synonymously with e-VA. 

	SMS
	The term SMS means Short Message Service and refers to mobile text messages. 

	Track
	Claimant’s case status 
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[bookmark: _Hlk23202782][bookmark: _Toc27595734]Objective 1: Managing your e-VA Profile
[image: ] EXERCISE 1:  Logging into e-VA
1.	Open a browser and go to the e-VA log in page ()
2.	Log in using the following as your user ID; your first name followed by a period and then your last name all as one word and “password” as your password. 
Example: 
User ID: john. Smith - note the “period” between your first and last name!
Password: password – The password is case sensitive. You will be asked to create a new password for yourself


[image: ] EXERCISE 2:  Update Your User Profile
Click the [My Profile] button.
Under the User Information tab, click the [Edit User Information] button.
For training purposes, please enter your personal cell phone number in the Fax Number field and click [Save]. This will allow e-VA to communicate with you during training. 
Click the [User Settings/Customization/Signature] tab.
Click [Edit User Signature] button.
Personalize your signature and click [Save].

STEP 1: MY PROFILE BUTTON 
1

STEPS 2-3: EDIT USER INFORMATION - Enter your cell phone number in the Fax Number Field
3
2

STEPS 4-6: USER SETTINGS/CUSTOMIZATION/SIGNATURE – Edit your signature for e-VA email correspondence 
4
5
6

OVERVIEW OF Additional Tabs
WORK SETTINGS/CALENDAR/OUT-OF-OFFICE – Establish appointment availability (Covered in the next exercise)
PROXY AND SHARING – Set up automatic record sharing with colleagues (Covered in Advanced Training)
LOGIN LOG – e-VA tracks each login, which can be viewed from the Login Log tab
[bookmark: _Toc27595735]Objective 2: Manage Calendar Settings
[image: ] EXERCISE 3:  Update Your Calendar Settings
1.   Click the [Work Settings/Calendar/Out-of-Office] tab.
2.	Click the [Edit Work Settings] button. Set the times you are available during the week for appointments. Click [Save].
3.	Click the [Edit Calendar Options] button. Modify settings to automatically block out time before and after appointments and establish a maximum number of Claimants per day. Click [Save].
4.	Click the blue [Add] button located under Restricted Time Blocks. Block out time (lunch, team meetings, etc.) where no appointments can be scheduled (or rescheduled) in e-VA. Click [Save].
5.	Click the [Edit Out of Office] button. Observe how you can establish an Out of Office message for both text and e-mail. Click [Cancel].
6.	After configuring your calendar settings, click the [Dashboard] button (top left of screen).

NOTE: Claimants will be able to schedule appointments through e-VA, based on your availability and the settings established in your profile.

STEP 1: WORK SETTINGS/CALENDAR/OUT-OF-OFFICE
1


STEP 2: EDIT WORK SETTINGS – Set the times you are available during the week for appointments. The time zone is set according to the VRC’s RO and out-based location. The VRC will be able to override the time zone setting in User Settings/Customization/Signature. The Claimant will be set to the Primary VRC’s time zone. Administrators and managers reviewing case notes will see a time stamp with the time zone.

2a


2b


STEP 3: EDIT CALENDAR OPTIONS – Automatically block out time before and after appointments and establish a maximum number of Claimant appointments per day.
3a
3b

STEP 4: RESTRICTED TIME BLOCKS – Block out time (lunch, team meetings, etc.) where no appointments can be scheduled in e-VA.
4a

4b


STEP 5: OUT OF OFFICE – Configure Text and Email message automatic responses, during a specific period of time. 
5

NOTE: After configuring your calendar settings, click the Dashboard button (Top left of screen).
6

[bookmark: _Toc27595736]Objective 3: Navigation and the e-VA Dashboard Overview
DASHBOARD – e-VA, by default, takes you to your Dashboard page when you log on.  Your Dashboard provides you with “at-a-glance” views of ALL your Claimants, alerts, and appointments.
[image: ]
NAVIGATION MENU – The buttons located across the top of the screen in e-VA direct you to information pertaining to your entire caseload.
[image: ]
CLIENT (CLAIMANT) LIST TAB – The Client List on your Dashboard displays Claimants assigned to you or shared with you, with many sorting and filtering options. We will talk more about shared Claimants later in this training. *Note: Claimants with a thumb down next to their name have not accepted e-VA automated follow up. The Claimant will need to complete the SARA Introduction assignment, in order for any additional automated assignments to be sent. VRCs will be able to compose manual text and email messages, even if the Claimant does not accept e-VA automated follow up.


TRACK COLUMN – Claimant’s current track (Case Status) in e-VA. e-VA follows up with Claimants, similarly to the way a well-trained assistant would do. As a Claimant moves through different case statuses, e-VA understands that the required follow up needs to change as well. e-VA has been configured to follow procedures for the following tracks: 

WHAT IS A TRACK? – A key event/case status in the Claimant’s progress. Tracks in e-VA match Claimant case statuses per CWINRS. Each track has unique assignments associated with it.  Based upon the Claimant’s current track and selected Track Start Date, e-VA will automatically schedule relevant assignments and delete those no longer relevant. CWINRS is the official system of record, so e-VA will not update CWINRS.
HOW IS THE CLAIMANT’S TRACK DETERMINED? – The tracks in e-VA have been designed to mirror the case status designations in CWINRS. When a Claimant’s case status is changed in CWINRS, the track in e-VA is automatically changed too. e-VA will never change the case status in CWINRS. 

e-VA has two additional tracks that will not be found in CWINRS, to allow for specific follow up.
· RTE-Training – The RTE-Training track is used when the Claimant is participating in vocational training or education services. VRCs can manually change the track in the Claimant’s e-VA profile, to have e-VA schedule follow up relevant for training and/or classes.
· Employed – When a Claimant is in the Employed track, e-VA will follow up with the Claimant on the 1st day of a new job, after the 1st week of a new job and once a month until the Claimant’s status changes. If e-VA captures job information from the Claimant while in the Job Ready Services track, e-VA will automatically change the e-VA track to Employed and scheduled the appropriate follow up. e-VA will generate an urgent alert with the employment details for the VRC to review. A VRC could also choose to manually place a Claimant in the Employed track, when necessary.

WHAT IS AN ASSIGNMENT? - e-VA was built with AI, understands natural language and can follow specific procedures. An assignment is a directive to e-VA to undertake an interview sequence regarding a specific topic and includes the following components:
· The message to be sent to the Claimant’s email and/or phone number.
· Rules for when and how often to send the message.
· A response mechanism allowing the Claimant to respond to the message.
· A logic engine that allows e-VA to evaluate the response and automatically translate it into case notes and new actions/communications.
ALERTS COLUMN – As e-VA generates alerts, icons appear on the dashboard displaying the alert type and number of alerts. 

ALERT TYPES – e-VA is your assistant and alerts are how e-VA communicates Claimant information back to the Case Manager. Alerts icons are generated by a Claimant response or an action by e-VA. Most alerts will require you to take some action and have been designed to provide you with an informed choice. Alert icons can be square or round. Square alerts are generated by action from e-VA; whereas, round alerts are generated by the Claimant’s response.

	Completion/Progress Report
	Indicates everything is on track. You may respond if you’d like, but no action is required.

	Potential Problem
	e-VA needs you to look and determine if action is required.

	URGENT
	Urgent information you should be addressing immediately. A Claimant may have found or lost a job or is potentially out of compliance.

	Email/Text Message
	Incoming emails and text messages to you from your Claimant generate a black alert. It’s critical to respond as soon as possible. 

	Document/Image
	Some e-VA Assignments provide an opportunity for a Claimant to submit a document or image. e-VA generates a purple alert for you to review and approve the document.



[bookmark: _Toc23515148][bookmark: _Toc23515172][bookmark: _Toc27595737]Objective 4: Client Profiles and Assignments Overview
CLIENT (CLAIMANT) SEARCH TAB – Search by name, cell or email for all Claimants, including Claimants not assigned to you. You are restricted to only seeing Claimants in your regional office or out-based location(s). It is possible that a User’s office settings may restrict the viewable Claimants to only their out-based location and NOT their entire region. Every VRC is assigned at least one primary RO and/or out-based location. Additional locations can be added to the VRC’s location settings by an Admin or Manager.  Icons next to the Claimant’s name indicate if the Claimant is assigned to you. Refer to the legend at the bottom of the page to identify the Claimant’s relationship to you. 

[image: ] EXERCISE 4:  Edit a Claimant’s Contact Information
1.	From the [Client List] tab on your Dashboard, click on the name of the test Claimant that is displayed in the list. (The test Claimant’s name is your name). 
The Client Overview Page contains all of your Claimant’s information.  The top portion of the Client Overview displays the Claimant’s name, email address, and phone number as well as an option of uploading a photo. The assigned VRC, current Track, and Track start date are also visible. 
2.	Click the [Edit Profile Information] button.
3.	Enter your personal cell phone number in the [Primary cell] field. Make sure the “Has internet access” and “OK to Text” boxes are checked and click [Save]. If you prefer to not use your cell phone, please enter your VA email address in the [Primary Email] field.

NOTE: If you elect to not use your cell phone, you will not be able to interact with the text message portion of the e-VA experience. 

STEP 1-2: PROFILE TAB
1
2

STEP 3: Enter your cell phone and/or email address then click [Save]. NOTE: If a Claimant has a Sensitive level record, check the [Confidential?] checkbox to hide all Case Notes and Communication History.
3

ADDITIONAL INFORMATION

CLIENT OVERVIEW – Assignments Tab
The Assignments tab allows you to view, edit and add e-VA assignments. Note that the number in parentheses in the tab represents the number of scheduled assignments.
The red thumb down icon indicates the Claimant has not completed the Introduction Assignment, which means no other assignments will be able to be sent (you can still text the Claimant directly).
[image: ] EXERCISE 5:  Complete the Introduction Assignment
You’re going to interact with e-VA, as your test Claimant. Click the [Assignments] tab from the Client Overview. You’ll see the SARA Introduction assignment has already been scheduled for you.
Click the green [Thumb Up] button next to the assignment name. A preview of the outgoing message will now be displayed.
Click the green [Send Now] button. Check your cell phone for your first message from e-VA. If you did not enter your cell phone number in the profile section, please check your VA email now.
From within the message you received on your cell phone or in your email inbox, click on the https link to open an internet browser.
The SARA Response Central will appear on your browser. Click [Continue] and answer the interview questions. For training purposes, make sure to select [I Accept] as the answer to the first question.
Finish answering the questions and click [Submit] to have the responses recorded.
Go back to the [Client Overview] screen in the browser on your desktop.
Scroll up and click on the [Refresh Client Record] button.

NOTE: The red thumb down icon disappears, meaning the Claimant has accepted e-VA.

STEPS 1-2: ASSIGNMENTS TAB – Click the green [Thumbs up]. 
2
1

STEP 3: Click the green [Send Now] button.
3

STEPS 4-8: Click the link on your [Cell Phone] and complete the Introduction Assignment.
4
5
6

Before completing the Introduction assignment
7
8

After Completing the Introduction assignment
[image: ]
CHANGING A TRACK –When a case status is updated in CWINRS, e-VA receives a notice from CWINRS and automatically changes the track in e-VA to match. e-VA h3w two additional tracks not found in CWINRS, RTE – Training and the Employed track. The additional tracks can be manually selected, to meet your Claimant’s needs. When selected, e-VA will schedule assignments appropriate to the track.

[image: ] EXERCISE 6:  Manually Changing a Track
1.	From the Client Overview screen, click the [Change Track] button.
2.	Click on the [New Track] dropdown arrow and select [Job Ready Services].
3. 	Use today’s date as the [Track Start Date] and click [Save]. NOTE: The Track Start Date should always be the date your Claimant officially entered the status/track you are changing to. Using the correct date is critical for e-VA to determine the assignment(s) scheduled and the timeframe for e-VA to contact the Claimant.
4.	Once you’ve clicked Save, e-VA will display a new window with a list of assignments that e-VA recommends, based on the rules for the new track. You can override the assignments by checking or un-checking the listed items. For training purposes, leave the items as marked and click the [Save] button to continue.
NOTE: The Claimant’s current track is now Job Ready Services.


STEP 1: Click [Change Track]. 
1


STEP 2: Select [Job Ready Services].
2

STEP 3: Select [Track Start Date].
3

STEP 4: Review the assignments and click [Save].
4

TRACK CHANGE FROM CLAIMANT RESPONSE – In some instances, e-VA may capture a response from a Claimant that triggers an automatic track change, prior to the case status being changed in CWINRS. For example, if a Claimant is in [Job Ready Services] and informs e-VA he/she has found a job, e-VA will remove them from [Job Ready Services] and place them automatically into the [Employed] track and schedule the relevant follow-up assignment. e-VA will never change the case status in CWINRS but will always generate an alert to let you know what happened.  e-VA generates the alert so the VRC can evaluate the job. If not suitable, the VRC can change the track back to JRS within CWINRS, which will then update e-VA. Changing to “Employed” Track in e-VA will not impact the status in CWINRS. Changing the track in e-VA generates new messages/assignments for the Claimant and Case Manager. The only times you would manually change an e-VA track are for Employed and RTE-Training.

[image: ] EXERCISE 7:  Simulating a Track Change from a Claimant Response
1.	Complete the Job Search assignment on behalf of your test Claimant. First, click the [Assignments] tab. You should see the Job Search assignment has already been scheduled, as part of the Job Ready Services track.
2.	Click on the assignment called [Job Search Follow Up] to see the preview of the assignment and actions buttons.
3.	Scroll down on the page and click the blue [Please click this link to respond] link. That will open up a new browser window or tab and display the Interview Response Central.
4.	From the Response Central, click [Continue] and begin answering e-VA’s questions by selecting “[Yes]” to the “Have you found a job?” question. 
5.	Complete the interview sequence by answering the remaining questions and then click the blue [Finish] button. 
6.	Go back to the Client Overview screen (in the other window or tab on your browser) scroll up on the page and click on the [Refresh Client Record] button. 
7. Close window.
NOTE: The Claimant’s current track is now [Employed] based on the job information obtained. 

STEPS 1-2: Click the [Assignments] tab and click [Job Search Follow up].
1
2

STEP 3: Click [Please click on this link to respond].
3

STEPS 4-5: Select [Yes] to the first question and complete the rest of the interview.
4
5

STEP 6: Refresh the client record
6

[bookmark: _Toc27595738]Objective 5: Managing Alerts Overview and Exercises
ACCESSING ALERTS – Viewing and responding to alerts are critical components to ensuring your Claimants are experiencing quality service and progressing towards a successful outcome. e-VA will send you an e-mail every day with a summary of the alerts you have not viewed yet. It’s crucial to view your alerts in a timely manner. Case Managers will receive an alert email containing a link to take you directly to e-VA’s Alerts Center.
ALERTS CENTER – The Alerts icon in the Navigation menu provides access to all alerts associated with your Claimants. The Alert Center is the most efficient way to manage your alerts.


CLIENT OVERVIEW ALERTS TAB – Alerts can be accessed in the Client Overview by clicking the [Alerts] tab. This option limits the alerts to just the individual Claimant record you’re viewing. Once you’ve clicked on the Alerts Tab, you can click on the alert icon to display the details of the alert and action buttons.
[image: A screenshot of a social media post

Description automatically generated]
RESPONDING TO ALERTS – As your assistant, e-VA will keep you informed of progress and potential issues with your Claimants. Tools in the e-VA User application make responding to alerts quick and easy.
· Alert Action Buttons: Use a specific action button to record your response to the Claimant. Options are:
[image: ]
· Send Email: Send the Claimant an email to let them know their responses were received or inquire on further information.
· Send Text: Send the Claimant a text message to let them know their responses were received or inquire on further information.
· Call: Click the call button which allows quick access to Claimant’s phone number and a case note box for documenting events of the call. e-VA will not place the phone call. The call will need to be made from your office phone.
· Setup Appointment: Set up an appointment for the Claimant.
· Add Case Note: Used to document anything related to the alert or to explain why no response is needed.
MANAGING ALERTS – The interaction between your test Claimant and e-VA has generated some alerts. Let’s walk through the best way to view and respond to them.

[image: ] EXERCISE 8:  Viewing and Responding to Alerts
1.	Click the [Alerts] icon from the Navigation menu. All unviewed alerts for your caseload will be displayed. NOTE: By default, only unviewed alerts will be displayed. To see viewed alerts, click the [Unviewed Grouped by Client] drop down menu and make an alternate selection: Unviewed, Viewed, Viewed and Unviewed.
2.	Click on your test Claimant’s name to expand the row and display the alert details and action buttons. If you have more than 1 unviewed alert for the Claimant, you will need to click on each one of the alerts to see the details and action buttons.
3.	As a Case Manager, click on the blue [Send Text] button and compose a text message to your test Claimant, congratulating them on the job. Ask the Claimant if they are available for a follow up appointment, sometime within the next 5 days. When your message is ready, click [Send]. Note: If a Claimant does not respond to your message right away, e-VA will let you know when they do. 
4.	As your test Claimant, respond to the text message from your cell phone and let the VRC know the appointment time works for you. The complete text conversation is captured in the e-VA [Case Notes] section and will be sent to CWINRS for you after an 8-hour period. NOTE: Text message case notes are built over an 8-hour period before being sent to CWINRS, to obtain a complete conversation as much as possible in one, easy-to-retrieve case note.

STEPS 1-2: Click the [Alerts] icon from the Navigation Menu to access the Alert Center. Click your test Claimant’s name to display the alert details.
1
2


STEP 3: Click the [Send Text] button and compose a text to your test Claimant. 
3a

3b

STEP 4: Use your cell phone to respond back to the VRC.
4

[bookmark: _Toc27595739]Objective 6: Managing Appointments
e-VA APPOINTMENTS – When scheduling Claimant appointments through e-VA, your Claimant will immediately receive a text and/or email message with the details of the appointment and 
e-VA will send them a reminder 1 – 3 days before the appointment takes place.  In the event your Claimant is unable to attend the appointment, e-VA will provide an opportunity to reschedule, based on your availability in the e-VA calendar. There are three ways to schedule an appointment in e-VA.

CLIENT OVERVIEW APPOINTMENTS TAB – You can schedule a new appointment or modify an existing appointment, from the Appointments Tab in the Client Overview. 

ALERTS – You can schedule appointments from within an Alert by using the Setup Appointment action button.

MY CALENDAR – e-VA has a built-in calendar that allows you to manage appointments for all your Claimants, add new appointments, and add events all from one page.
  


SCHEDULING APPOINTMENTS  
[image: ] EXERCISE 9:  Scheduling an Appointment from the Client Overview
1.	Click the [Dashboard] button to get back to the Dashboard
2.	Click on your test Claimant’s name to access the Client Overview page
3.	Click the [Appointments] tab and click on the blue [Add Appointment] button to generate an appointment template.
4.	Refer to the guide below to complete your appointment template.
5.	Once your information is entered correctly, click the [Next] button.
6.	Confirm the appointment details and click the [Save] button

STEP 1: Return to the Dashboard
1


STEPS 2-3: Click the [Appointments] tab in the Client Overview and then click [Add Appointment].
2

3

STEPS 4-6: Appointment Template


	
[bookmark: _Hlk23196262]Staff Member – populated automatically with the current, primary VRC
Client – Automatically inserted from the Client Record
Regarding – subject of the appointment and a required field
Date and Start/End Time – Click the icons to use a date/time picker
Method – In Person by default. Drop down has options of Phone, Tele-counseling and Home Visit
Location – Where the appointment will take place and a required field
Description – Optional field to provide details about the appointment
Email Address – Claimant’s email address
Text Enabled Phone – Claimant’s cell phone
Internal Email CC – allows you to send a copy of this appointment to a colleague 
Follow up Box – If selected, after the appointment, e-VA will send you an email reminder to update the status of the appointment
Request Confirmation – If selected, the Claimant will receive a link in the appointment notification to confirm their attendance to the appointment. This confirmation also generates the ability for the Claimant to reschedule the appointment, if necessary.  
Client Reminder – Set to 1 by default, e-VA will send an appointment reminder to the Claimant 1 – 3 days prior to the appointment. Use the drop down to make your selection
Calendar Color – You can select a color for the appointment, to be displayed in the e-VA calendar
Confirm New Appointment – Confirm the details of your appointment. Add an attachment or additional verbiage, if necessary and click [Save] 
	
 5
4

 6




RESCHEDULING APPOINTMENTS - The Claimant receiving the Appointment request has the option to confirm attendance or reschedule by using the link in the Appointment email and/or text message.
[image: ] EXERCISE 10:  Rescheduling Appointments 
1.	As your test Claimant, use your cell phone and click on the link in your [Appointment] text message.
2.	From the Response Central, select the option [I am unable to attend].
3.	Select [Reschedule for another Date/Time].
4.	Select a [Day] from the list of options e-VA presents.
5.	Select a [Time] from the list of options e-VA presents then click the [Reschedule] button. Note: e-VA will only present dates and times the VRC is available in the e-VA calendar. After selecting [Reschedule] the test Claimant will receive confirmation of the change and the VRC will receive an alert from e-VA.

STEPS 1-3: Click [I am unable to Attend] then click [Reschedule for another Date/Time].

2
1[image: ]
3

STEPS 4-5: Select a [Day] to reschedule for then select a [Time] and click [Reschedule Appointment]. Note: the appointment slots/times are based on your work settings. You set up these slots/times earlier in Exercise 3.
4
5

e-VA generates an alert for the VRC regarding the rescheduled appointment.

MY CALENDAR – Appointments and Events
Navigation Menu – My Calendar provides a calendar view for all your scheduled appointments. You have multiple viewing options and can select from Daily, Weekly, or Monthly.
Add Appointments or Events directly from your calendar. 
Appointments require you to add a Claimant.
Events do not require you to add a Claimant to an event. You can use an event to block out time in your e-VA calendar. A Claimant can also be added to an event after it’s created, by editing the event in [My Calendar]
Update status of an Appointment.


A single click on the appointment will provide access to action buttons. You can also click on the Claimant’s name to enter their record.


CREATING EVENTS – Creating an event in e-VA is very similar to creating an appointment. Events allow you to invite multiple Claimants and/or multiple e-VA Staff Users. You can also use Events to block out time in your e-VA calendar.  It is critical to get your e-VA calendar set up as soon as possible, to ensure e-VA knows your availability.

[image: ] EXERCISE 11:  Creating an Event 
1.	Click [My Calendar] from the Appointments icon in the Navigation Menu.
2.	Click [Add Event]
3.	Complete the [Event Details] 
NOTE: using the [Event Group] field will allow you to group multiple events together for e-VA to use for rescheduling purposes. The [Max # of Client Attendees] field allows you to limit the number of Claimants who can attend the event. This feature can be used for creating group orientations.
4.	Click the [Attendees] tab on the top of the template.
5.	Click [Add Client].
6.	Type the name of your test Claimant and click on their name when displayed.
7.	Confirm the event and click [Save]. NOTE: you are not required to add a Claimant to an event. You can use an event to block out time in your e-VA calendar. A Claimant can also be added to an event after it’s created, by editing the event in [My Calendar].

STEP 1: Select My Calendar
1


STEPS 2-3: Click [Add Event] from My Calendar and complete the [Event Details].
 2
3


STEPS 4-5: Click the [Attendees] tab then click [Add Client].
4
5

STEP 6: Type the name of your test Claimant and click on their name, when displayed.
 6

Click [Next].

STEP 7: Confirm the event and click [Save].
7

[bookmark: _Toc27595740]Objective 7: Managing Text and E-Mail Features Overview 
COMPOSE TEXT or EMAIL MESSAGES – You don’t need to wait for an alert to connect with a Claimant.
The Communications Tab in Client Overview provides tools to connect with a Claimant at any time. 

Click [Compose Email] or [Compose Text] to create a message.

REMINDER: Case notes are created automatically from email and text messages.
[bookmark: _Toc23515153][bookmark: _Toc23515177][bookmark: _Toc27595741]Objective 8: Sharing Records
SHARING E-VA CLAIMANTS – Each Claimant record in e-VA is assigned to a primary VRC. Only the Primary VRC has access to send the Claimants text and/or email messages using the e-VA application. There is an exception: if the primary VRC shares the record with a colleague. For example, you may cover a colleague’s caseload during a planned absence, or your VR&E Officer can share a Claimant’s record with your colleague during an emergency.

[bookmark: _Hlk23200223][image: ] EXERCISE 12:  Sharing a Claimant Record 
1.	From the [Dashboard], click on the name of your test Claimant.
2.	Click the [Reassign/Share/Refer] tab.
3.	Click [Share this Client].
4.	Select a User from the [User List] to share with then click the [Right Arrow] icon to move the name to the [Shared With] column and click [Save].
5.	The Claimant’s name will now appear on the Dashboard of the User you shared with, as a [Shared Client].

STEPS 1-3: Click the [Reassign/Share/Refer] tab then click [Share this Client]. 1
2
3


STEP 4: Select a User from the [User List] then click the [Right Arrow] and click [Save]. 4a
4c
4b


STEP 5: The Claimant will appear in red text on the Secondary VRC’s Dashboard (see below), and the Primary VRC name listed underneath the Claimant’s name. There is also an icon that indicates ‘shared’ in front of the Claimant’s name.
5

[bookmark: _Toc27595742]Objective 9: Bulk Actions Overview
Save time by using e-VA’s Bulk Actions functionality!

Access [Bulk Actions] from the Navigation Menu.

The [Bulk Actions] option gives you the ability to perform actions in bulk. You can select a group of Claimants or your entire Claimant list. Once you select the Claimants to work with, you can perform any of the following actions: 

Send E-mail
Send SMS (Text Message)
Send E-Mail and SMS (Text Message)
Add an Assignment
Add a Case Note
Change the Track
Share (Claimants)
Un-Share with Me (Remove Claimants from your dashboard who have been shared with you)
You can select a few or all Claimants then select an option from the [Action] drop down.

Claimants will not know they were part of a bulk message and each Claimant is able to respond individually.
[image: ]
[bookmark: _Toc27595743]Objective 10: Reports Overview
STAFF DASHBOARD REPORT – The e-VA Staff Dashboard Report will provide you information regarding e-VA’s scheduled tasks with your Claimants and show you key performance data used to ensure successful outcomes for the individuals on your caseload.
ACCESS THE REPORT – Click the [Reports] icon in the Navigation Menu to access the report.

SCHEDULED ASSIGNMENTS – The first portion of the Report shows you the Claimants who e-VA plans to communicate with over the next five days. This information can help you plan your week and ensure that you and your assistant are on the same page.

ASSIGNMENT LINK – Each scheduled assignment has an embedded link for you to click on that provides you a description and preview of the assignment.
[image: ]
PERFORMANCE DATA – The Performance data is the second section of the Staff Dashboard Report. It is used to ensure you and e-VA are working cohesively towards a successful outcome for the individuals on your caseload. NOTE: For the first 30 days, concentrate on your alerts. Additional training will be provided on utilizing the Staff Dashboard Report. 

[bookmark: _Toc27595744]Objective 11: Support Resources Overview
CONTACT TECH SUPPORT – e-VA’s Contact Tech Support feature provides e-VA Users with an efficient way to communicate with the Technical Support/Customer Support Team.

Click the button for help located on the bottom right of every screen in e-VA.
[image: ]
Select a Category.
Add an attachment or screenshot (optional, but helpful).
Click Send Message.

The e-VA team will respond as soon as possible and escalate to Tier II support, if necessary.
We welcome all feedback and suggestions (we love success stories).
[image: ]
Thank you for attending!
What’s Next?
Expect to receive alerts from e-VA soon.
Talk to your Claimants about e-VA.
Plan to get your existing appointments in e-VA as soon as you have access.
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Please click the link below to confirm that it's ok for SARA to contact you.
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Feedback Sent

Thank you for your feedback. The website
administrators will review your message
and may get back to you to request
additional information.
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