Tour of the Compensation Service WebSite

Trainee Handouts

	PREREQUISITE TRAINING
	None.



	PURPOSE OF LESSON
	The purpose of this lesson is to demonstrate what resources are available on the Compensation Service web site and how to find them, so that by the end of the lesson you will be able to:
· Accurately find and review the Calendar, Publications, FAQ (Frequently Asked Questions), Rating Job Aids, and Training links on the Compensation Service Home Page.

· Verbally list the main resources and/or information available on each of the above mentioned pages.

· Verbally list the purpose and/or value of the information available on each of the above mentioned pages.

· Accurately open and explore other resources on the Compensation Service Home Page.

· Competently access and utilize Compensation Service intranet resources to solve the Tour of the Compensation Service Website Review exercise in the Trainee Handouts.   



	Time Required
	2 hours lecture; 30 minutes exercise



	Instructional Method
	Instructor demonstration, participatory discussion, interactive computer use and practical exercise.


	Materials/ Training Aids


	· Note pad, and pen or pencil 

· Computer with access to the Compensation Service Intranet
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Tour of the Compensation Service Website Handout

Nearly every reference document you need can be found and retrieved from the Compensation Services web site, including documents there that are not found in printed, bound manuals.  Learning what is available on the website can be an important learning tool. Our tour starts at the Compensation Service Home Page.

For your information: The Compensation Service Website is currently undergoing a facelift.  Most pages have already been changed to the new format, including the Compensation Service Home Page.  Your starting point should be the blue bar on the left side of the page.  Those links contain the most complete information.  The main body of the Home Page is more of a site map and is good for quick reference.  However, it does not always contain all of the links that are available under that title.

The Home Page

There are at least three ways to access the Compensation Service homepage: 

1. Type the address: http://vbaw.vba.va.gov/bl/21/index.htm
2. Search for Compensation and Pension Homepage using the search engine

3. Use the Favorites menu. To do this, open Internet Explorer, go to Favorites and select the Government folder. Select the “VBA Intranet Site”. On the left side of the page, click the Compensation and Pension.
The Calendar

· Lists past, present and future events that are important to employees.  

· Any new or changed references are posted here as they occur.  

· It would be a useful habit to routinely check this page for changes and events that affect you.

Publications

References for nearly everything you will ever need are found in Publications.

The first grouping of links are for the US Code and Public Laws, the Regulations, and the manuals. These are references you will use often. Also commonly used are the Decision Assessment Document and Current Rate Tables links. 

Tips to remember:

· M21-1 and CFR have a Fast Find feature that allows you to immediate access any regulation that you already know the citation for. 

· Using the Table of Contents is another useful way to access 38 CFR, M21-1, and M21-1MR  references if you don’t know the number of the reference you are seeking.

· Lots of additional information is available under Goodies and Research Tools. 

FAQ

· FAQ is a way of posting questions regional offices send to Central Office in order to offer policy and procedural guidance to the field.  

· To access a Frequently Asked Question, click on the Topic Index link in the middle of the page.  

· FAQ topics are listed alphabetically.  

· FAQs may be clarified or added on to as laws change. 

Rating Job Aids

This material is commonly intended to assist in the rating function. However, there are items that can be useful to you in your VSR job.

Links available on this site include:

· Medical Dictionary 

· Medical EPSS

· Clinician’s guide.  

· Links to VA, Medical, and Military sites.  

· Disability Exam Worksheets link. 

Training
· Contains training curriculum for the VSR and RVSR positions.  

· Contains Job Aids including Medical EPSS, VSR Assistant, VSR Training Curriculum, etc. 

· Contains instructions on how to set up a short cut from your desk top to this site.  

Other Links on the Home Page

Applications contain Users Guides to most of our computer support systems, and some background materials, including MAP-D attachments and text.  Use this site when you get stuck on a computer process.

Court Related Info contains information on the Judicial/Advisory Staff within Compensation Service, including a link to CAVC cases and DADs (Decision Assessment Documents) as well as an index to General Counsel Opinions and DADs.

Directories contain biographical information about the people in Compensation Services, including where they fit in the organization and any projects or areas of expertise they have.  

Procedures contain ongoing and completed projects and guides.

Program Operations is used by division managers in assessing the divisions’ performance against established yardsticks.  

Public Contact contains information for VSRs working as Public Contact Representatives, provides information concerning Outreach Services to the public on special interest topics such as Casualty Assistance, Homeless Veterans, and Former Prisoners of War.  In addition it includes information primarily used by the Fiduciary Staff, including Fast Letters and Manual and CFR sites specific to that staff.

Search is a search engine limited to the Compensation Service Web Site.  

Site Visits documents the results of Compensation Service visits to field stations and posts Best Practices found at these stations.  

STAR is our quality review process, and results are posted here in reports.  
PAGE  
July 2008
Page 4 of 5

