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Aid to Process for Ch31 Electronic Request for Medical 

Services using CAPRI and CPRS 

 

 

This document is an Aid intended to help follow the process of handling electronic medical requests to 

Veterans Health Administration (VHA) for services to Chapter 31 (Ch31) Vocational Rehabilitation and 

Employment (VR&E) participants.  Electronic medical requests are generated and tracked in CAPRI 

(Compensation and Pension Record Interchange) and interface with the consult functionality of CPRS 

(Computerized Patient Record System).  NOTE: Training resources for use of CAPRI Ch31 functionality 

and for CPRS are provided at the end of this Aid.   

The VR&E functionality is accessible to authorized CAPRI users via Security Keys: 

 Veterans Benefits Administration (VBA) VR&E Vocational Rehabilitation Counselors (VRC) 

and designated VR&E staff approved by VR&E Officer –  

o CAPRI access request form -  

o DVBA CAPRI VRE_COUNSELOR (on the CLAIMS system) 

o MAILMAN mail group: DVBA VR VOCREHAB PERSONNEL (on the VistA system) 

 Adding and Removing CAPRI Security Keys for VR&E Employees – March 1, 

2013 

 Veterans Health Administration (VHA) Coordinators appointed by facility Directors – 

o DVBA CAPRI VRE_COUNSELOR 

o DVBA CAPRI VHA_COORDINATOR 

o MAILMAN mail group: DVBA VR VOCREHAB PERSONNEL 

https://vaww.portal.va.gov/sites/vbaco-iso/public/default.aspx?RootFolder=%2fsites%2fvbaco%2diso%2fpublic%2fShared%20Documents%2fBlank%20Forms&FolderCTID=&View=%7b384B2574%2dE86E%2d414D%2d9CF9%2d4457AB2B9A27%7d
http://vbaw.vba.va.gov/bl/21/DEMO/docs/CAPRI/CAPRI_VRE_Security_Keys_Guide.pdf
http://vbaw.vba.va.gov/bl/21/DEMO/docs/CAPRI/CAPRI_VRE_Security_Keys_Guide.pdf
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Illustration:  Log into CAPRI through either the VISTA or CAPRI log-in screen. 

 

 

Illustration:  Enter the Veteran’s Last Name, First Name, Social Security Number or DFN (a VistA system 

unique patient designated file number) into CAPRI Patient Selection screen. 
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Illustration:  Highlight and select the Veteran’s record. 

 

Illustration:  Select VocRehab tab in CAPRI record and click Add New Request. 
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Illustration:  This is the Add Medical Services Request screen – VR&E Vocational Rehabilitation Counselor 

(VRC) will complete the entries on this screen. 

There are 4 required entries:  Anticipated Date of Rehabilitation; Medical Services Requested; Reason 

for Referral; and Rehabilitation Objectives.  The VRC may use the optional fields:  Other Description 

when “other” is chosen from the Medical Services Requested drop-down list; and/or Preferred Schedule 

Date and Preferred Schedule Date Reason (required when preferred date field is used).  

Comments/Notes – In addition to the required fields, the VRC will enter the Veteran’s address, phone 

number and e-mail address (if available) that appear in Corporate WINRS to ensure Veterans Health 

Administration staff are able to contact the Veteran to schedule an appointment. 

Select one of the 3 function buttons at the bottom of the screen: 

- Send Medical Services Request – this will send the request and alert the VHA Point of 

Contact (POC) via an e-mail message of the new request 

- Cancel Medical Services Request – this option may be used after the request has been sent 

and while it is still in New status 

- Cancel – this option may be used to clear and cancel the request  
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Illustration:  Point of Contact (POC) shows which VR&E or VHA has current control over the request.  

While it is in New status, the VR&E employee who entered the request will be displayed in the Point of 

Contact detail box.  The POC’s name will also appear in VR&E Reports. 

 

 

Illustration:  New Medical Services Request submission complete.  All requests submitted will be 

displayed on this screen – the status of the request will be updated as the services are either Completed 

or Cancelled. 

 



Aid to Process for Ch31 Electronic request for medical services using CAPRI and CPRS 

January 9, 2015 

 

6 | P a g e  
 

 

 

Illustration:  Access CAPRI Reports by selecting File/Reports/VR&E Reports to monitor status of the 

request for medical services.  NOTE:  If the CAPRI request is not successfully linked to the consult and 

appointment schedule, the referral Status will not be updated irrespective of the outcome – Completed 

or Cancelled.  If Reports does not show Completed or Cancelled, users can validate services provided 

through CAPRI Administrative/Scheduling tab and/or Clinical Notes.  Instructions for linking requests to 

consults and schedule, and instructions for using Reports features appear later in this Aid. 
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Illustration:  CPRS Cover Sheet. 

The VHA Coordinator will work in CPRS to process the following steps: 

1.  Create a Consult “order” 

2. Sign the Consult “order” 

The VHA Coordinator will work in CAPRI to process the following step: 

1. Link the Consult in CAPRI to the Consult in CPRS. 

When the daily CAPRI background process is run, the Ch31 request is automatically updated with the 

Consult date and with new status (Pending). 

Updating the Ch31 Referral when medical services are completed or cancelled in CPRS: 

1.  When the Consult is completed/cancelled and signed, and the daily CAPRI background process 

is run, the Ch31 request is automatically updated (referral form and VR&E Reports) with new 

status (Completed or Cancelled). 
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Illustration:  Select Orders function and select Clinic Appointment. 
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Illustration:  Order a Consult – this illustration displays “Ch31 Vocational Rehabilitation Referral” 

annotation for Dental Clinic eligibility validation. 
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Illustration:  Reason for Medical Services Request is added to the Consult Order.  Press “Accept Order” 

button. 

 

 

Illustration:  Consult Order has been added. 
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Illustration:  Enter Electronic Signature Code and consult order is complete. 

 

Illustration:  CPRS screen display of a completed consult order. 
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Illustration:  Note – Screen snapshot was selected from CAPRI on-line Help.  This screen is only visible to 

users who have a security key of DVBA CAPRI VHA_COORDINATOR.  The user selects a consult that was 

previously created for the Veteran in CPRS to assign to the Medical Services Request under the 

VocRehab tab.  This assignment must take place in order for the consult status to be tracked.  Only one 

consult can be assigned to one Medical Services Request. 
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Illustration:  Medical Services Request is updated when VHA Coordinator connects the consult to the 

request. 
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Illustration:  E-mail notifications – CAPRI allows users to select a preference of the method to receive 

“alerts” or notifications regarding the status of the Request for Medical Services.  The default is 

MAILMAN – use Tools/Change Forwarding Address/Other to enter Outlook address if preferred.  NOTE:  

Without a proper selection of e-mail preference, CAPRI will be unable to forward “alerts.”  

 

 

 

Illustration:  VHA POC contact information is auto-populated based on e-mail forwarding selection. 

 

 

 

Illustration:  Screen snapshot displays a message using “test case” data from CAPRI on-line Help – no 

real Veteran Personally Identifiable Information (PII) is contained in the screen snapshot.  Upon specific 
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events, MAILMAN messages are sent to VHA Coordinators who must be a member of the MAILMAN 

mail group:  DVBA VR VOCREHAB PERSONNEL and the VR&E Counselor(s) receive e-mail notifications via 

Outlook.  These notifications are sent for the following status changes to the Medical Services Request - 

Note:  the Veteran’s name will not be included in the e-mail notification – instead a Veteran-specific 

DFN is transmitted. 

 New Status:  This message reads: Chapter 31 Referral for Medical Services New.  **This 

notification is only sent to the VHA Coordinator via MAILMAN 

 Pending Status:  This message reads:  Chapter 31 Referral for Medical Services pending.  **In 

CAPRI, once the VHA Coordinator or designated person links the consult request to the original 

Chapter 31, VA Form 28-8861 CAPRI Request for Medical Services, the status of the consult in 

CAPRI is then changed to Pending.  Both the VHA Coordinator and VR&E Counselor receive 

notification messages 

 Completed Status:  This message reads:  Chapter 31 Referral for Medical Services Completed ** 

Both the VHA Coordinator and VR&E Counselor receive notification messages 

 Cancelled Status:  This message reads:  Chapter 31 Referral for Medical Services Cancelled ** 

Both the VHA Coordinator and VR&E Counselor receive notification messages 

To locate the Veteran’s CAPRI record, enter the 5-digit DFN in the Patient ID field on Patient Selector 

screen and follow system prompts for record selection.   
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Illustration:  Screen snapshot obtained from CAPRI on-line Help.  This screen allows a VHA user to cancel 

a Medical Services Request.  This option is only available if a consult has not already been linked 

(assigned) to this request.  A request cancellation reason must be selected from the choices displayed 

on the screen.  If “Other” is selected as a reason, then an explanation must be entered in the 

“Cancellation Explanation” field. 

CAPRI on-line Help includes all of the steps illustrated above. 
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Using CAPRI VR&E Reports functionality. 

 

Illustration:  Access Reports via File option on Menu Bar. 
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Illustration:  Highlight and click VR&E Status and a “Vocational Rehab – Report Setup” form appears.  

Use the drop-down features to set a date range or select a pre-set date range in the “Report By” 

feature.  Enter a Regional Office number using drop-down selections or check “All RO’s” – NOTE:  VHA 

facilities that serve more than one VBA Regional Office will choose “All RO’s” to see all Ch31 Medical 

Requests.  Highlight a status.  Select Report Format – Plain Text will appear on screen with no option to 

print.   
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VR&E Report Format Option 1 – Plain Text: 

  

Illustration:  VR&E on-screen Report displays results based on “Vocational Rehab Report Set-up” 

selections. 
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VR&E Report Format Option 2 – Delimited Export Data: 

 

  Illustration:  Report creation using Delimited Export Data.  Delimited Export Data creates a text file – 

save to a local drive and then open in Excel.  

Step 1 – Select Delimited Export Data and click OK. 
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Step 2 – Save to local drive.  Rename if desired.  Leave file type as .txt. 
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Step 3 – Start an Excel document.  Select File/Open.  

 

Step 4 – Locate the CAPRI delimited text file you saved to your local drive.  Highlight the file name and 

press Open.  This starts the 3-step Text Import Wizard as follows: 
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  

Verify that Delimited file type is selected and press “Next.” 
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  

Un-check “Tab” and place a check-mark in “Other” then enter carrot (located on numeral 6 key) in 

the associated field and press “Next”. 
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  

No changes are necessary on this screen – press “Finish.” 
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Step 5 – Print or save CAPRI VR&E Report data.   

VR&E Reports provide a single-location source of data on the status of medical requests – they are 

accessible by VR&E users as well as VHA users.  A good practice in the use of CAPRI VR&E Reports is to 

schedule regular review and follow-up of outstanding requests. 

CAPRI on-line Help includes all of the steps shown above.   

VR&E Training in use of CAPRI functionality to request medical services is available on Talent 

Management System (TMS) – 3812161. 

VHA Training in use of Computerized Patient Record System (CPRS) to process consult orders is available 

on TMS – 8512.  Additional CPRS training topics are available via search “CPRS.” 

 


