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INTRODUCTION/OVERVIEW

This document is a User’s Guide for the Online Scheduling software tool that provides you, the
Vocational Rehabilitation Counselor (VRC), with the steps necessary to operate the online
scheduling tool located on the http://www.VetSuccess.gov webpage. This tool should help reduce
the time spent on the phone with Veterans to establish counselor appointment times. With this
tool you define your available appointment times that your Veterans can choose from when they
go online and make an appointment request through the tool. This User’s Guide will also show you
the steps necessary to accept or reject counseling appointment sessions submitted by a Veteran.

Caveat, the Counselor/Veteran names and emails are fictitious accounts and used in this training
material for reference only.
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http://www.vetsuccess.gov/

HOW TO LOG IN

This section contains a series of screen captures showing you the 5 steps necessary to log in
and access the Symplicity Online Scheduling tool.
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Getting Started — Homepage and logging in

{2 Home - VetSr~ _ess: In Transition, | &t Work | On Campus | At Home | In the Community | For the V - Windows Internet Explorer

STEP 1:

W Favokes | 53 (S 7y Enter http://www.vetsuccess.gov in your browser.
@ Home - VetSuccess: In Transition | At Work | On Cam R Y g v Page~ Safety~ Tooks~ @
] VetSuccess Tips < ] &
) v Interested in applying for
VetSuccess services?
NFws.ot  JOB APPLICATION TIPS

r Learn how to make a good impressions with successfully completed Job Applications. & Apply Online or print an
application to apply in person

A ons < e yme A More S
Job Applications Sample Employment Application Form More Tips e N R e

& Find the VetSuccess Office
INTERVIEW TIPS closest to you.

"f \‘ Receive tips and suggestions that lead to successful job interviews. & National VetSuccess
: Common Questions ~ What to Do When it's Done  More Tips Employment Coordinators list
RESUME & COVER LETTER TIPS CONNECT WITH VA!
Learn how to write the best resume and cover letter for any position.
What is a Resume? What is a Cover Letter? More Tips u g Ltl L &

Blog Facebook Twitter Flickr Youtube

.
Need more information about VocRehab and VR&E?f| VA Staff Log-in STEP 2'

Left mouse click on
SeBenefits WP UETS

‘VA Staff Log-in’.
My Gateway to Benefit Information YOUR GATEWAY TO VA CAREERS

A Ummmn Orivemms Malion cATA \Wiak Dalicia~ Ma CCAD Ack Maba Sibm Tmdas IICA mave | Athiba Uaiima »

Done & & Internet ‘3 v R100% -
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Logging in with Pilot Provided UserID and Password

(> VA CSM - Windows Internet Explorer

oo = ]
S/~ || @] hitps:jiva-com.symplcky.com/manage & ]4)x] [Fens 2l
File Edt View Favorites Tools Help

¢ Favorkes | 9 [®] suggested Stes + @] & Gallery ~ |

The previous step will bring you to a
new web page to login and enter the
online appointment scheduling tool.

»

f - ) @ v Page~ Safety~ Toos+ @~

Evacsm

*VETSUCCESS.GOV

+ CAREER SERVICES MANAGER  m powered by symplicity

E-mail Address STEP 3:

q_ > Enter your VA email address.

Password STEP 4:

Enter your password provided.

‘- STEP 5:

Left mouse click ‘Login’.

NOTE:
All Veterans that have submitted a Pending
schedule request since your last login will receive
Done | an email that their appointment request has been | @ Internet v Rioe v
I received immediately after you have logged in. I
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HOW TO REGISTER/BUILD VETERAN
ACCOUNTS

This section contains a series of screen captures showing you the 31 steps necessary to build new
accounts for participating Veterans, assign them to you as a VRC, and provide them Use
Appointment user rights to enable them usage of the scheduling tool.
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Register/Build a Veteran Account

{2 Home - VetSucces=: ., 7,w..iii-= | &t Work | On Campus | At Home | In the Community | For the V - Windows Internet Explorer

@ 2 vetsuccess,gov Y| &3 || X P~

File Edit View Fav9 D

L. Favorites
’éHm-Ve[SU STEP 1: ’-}\ * B | @ v Pagev Safety~v Tools~ )~ 2
Close all existing VetSuccess.gov =
windows. In a new browser window, Additional Resources VA, VR&E, and VetSuccess News For Employers
T
enter http://www.vetsuccess.gov.
B O V BROWSE VETSUCCESS JOBS JoB TOOLS & TIPS
VETSUCCESS NEWS YOUR JOB SEARCH STARTS HERE! MEMBER LOGIN
“.May 09, 2012 1:39 pm Login to search jobs, view
Veterans Retraining Assistance Program employers, and more.
(VRAP) Email Correction "
Please click the above link for an important Login as
correction regarding VRAP. O an Employer O a Veteran
Username
May 02, 2012 10:03 am
Public Safety De-Escalation Tactics for Password
Military Veterans in Crisis
Please click the above link to learn about the
I Inner Midweact Cammiinity Palicina Tnctitite
More News »
STEP 2:
w VetSuccess Tips . ‘ .
— Left mouse click on ‘Register for a
’
Giweo'  JOB APPLICATION TIPS free account’. %
Done ——— Yy v R 100% <

— —

Yi5tart. | [0 YRCTraning-Meroso.., | (] OnineSchedVRCTg . /7 Home - VetSuccess: 1. | (2 Draft Deliverables - . B° @)LV DMWY eszem
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Register/Build a Veteran Account

(= What type of user are you? | VA CSM - Windows Internet Explorer Q@
O v [Mnws oo symphcty.com M@ 2 |2
File Edt View Favorites Tools Help

-

¢ Favorites | 93 (S 5u0oe tes v @]
»
[ what type of user are you? | ¥A CSM - Y = v Page~v Safetyv Tools~ (@~

. WELCOME TO

AN —
@VETSUCCESS.GOV SkBenefi

My Gateway to Benefit Information

m software by symplicity™

What type of user are you?

STEP 3:
Left mouse click on ‘Veteran’.

Career Services Managem

@ Internet A v ®100% v

:’,’ start [T OnlineSchedYRCTing ... /> What type of user ar... /7 Draft Deliverables - &..,
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Register/Build a Veteran Account

e Signin | VA CSM - Windows Internet Explorer

@ = 4 I] https ‘. symplicity.com -
- L

S8/ | o
File Edit View Favorites Tools Help
1. Favorites | 55 3 v B -

B /Sianin | vacsm

1'-} * B Y = + Page~ Safety ~ Tools ~ @.- 2

W& VETSUCCESS.GOV

My Gateway to Benefit Information

DHelp 5 @
S'gn |n | software by symplicity™
] Privacy Polisy
e L Mg R your CONBRT Exlept X =] 00D o
Tarme of Uss
- BHOTTE, e

Log In
name an
Username
our email address
Password
Go b oRaat Forget Passwerd

Left mouse click on ‘Register’.

Learn More About Care

1 start | [ onlineschedvRCTma...  /* Signi

€ Internet
" /7 Draft Deliverables - A...
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Register/Build a Veteran Account

{2 Register | VA CSM - Windows Internet Explorer

@"\' ) _,l],htt‘?s symplicity. com /. d M| a X 7, : i

File Edit View Favorites Tools Help

3¢ Favorites | 53 v 8]
 IWRegster | va CsM Py~ B [ # v Page~ Sfety~ Toosw @~
I;Y /\.< WELCOME TO =
@ VETSUCCESS.GOV SeBenefits
> y Gateway to Benefit Information
DHelp B Q
Register 1 sofemae by symlicty”
Veteran Reg:stration STEP 5:
R Enter the Veterans full name and hit the TAB key.
First: == This will auto-populate the three names fields.
NI 1
Last: window
i o STEP 6:
Enter the Veterans email address.
STEP 7: er st
Left mouse click on ‘Submit’.
Done @ Internet L R -

" [T] OnlineSchedYRCTg ... /2 Register | VA CSM - ... B°e& ) 2L IO W Y 7:06 PM

VRC Online Scheduling Pilot Training Page | 10



Register/Build a Veteran Account

G Register | YA CSM - Windows Internet Explorer
@t} o |l htps /o<1 symplcy.com - "g‘ /X 5 i
File Edit View Favorites Tools Help

W Favorkes | & (8] suggested Stes » €] 1y ”
| MRegster | vACs v B [ v Pagev Safetyr Took+ @+
/Y /\ WELCOME TO
sl VETSUCCESS.Gl STEP 8:
Close the browser window completely.
Register I

Signin  Forgot my password m

Your registration has been received. An email will shortly be sent to your email to verify validity of your email address. Your email address must be
verified in order to access the system,

Career Services Management System

Done € Internet v Bee -

14 Start (7] OnlineSchedVRCTmM ... /= Register | YA CSM - ... B° (JE T O WY, 7:08eM
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Register/Build a Veteran Account

/2 Home - VetSucces="',,

./-. —~
Go-
File Edit View Fav® 2

¢ Favorites | 93 v 2] v

€ Home - VetSuccess: In Transition | At Work | On Cam...

STEP 9:
In a new browser window, enter
http://www.vetsuccess.gov.

m

VetSuccess Tips

Srasiuun - Work | On Campus | At Home | In the Community | For the ¥ - Windows Internet Explorer

Y| &3| |t X P~
n S v , »
@2 - B g v Page~ Safety~ Tools~ @~
employers, and more, PN
Login as
) an Employer ' a Veteran
Username
Password

VetSuccess Services

\wso® OB APPLICATION TIPS

= Learn how to make a good impressions
Applications.

INTERVIEW TIPS

RESUME & COVER LETTER TIPS

Learn how to write the best resume and

with successfully completed Job

. ‘ Receive tips and suggestions that lead to succassful job intarviaws,

cover letter for any position.

Need more information sbout VocRehsb snd vtzas

IH?&‘I!TQ

Interested in applying for
VetSuccess services?

& Apply Online o

STEP 10:
Left mouse click on ‘VA Staff Log In’

iy Start r'm OnlineSchedYRCTING ... /2 Home - YetSuccess: I...

|

X Fo v

erne '3 v
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Register/Build a Veteran Account

/= VA CSM - Windows Internet Explorer

—

X
CITH symplicty.com 11551 o[ 8] [*][x] [Feors |28
Fle Edt Vew Favortes Tooks Help
Y Favorites | o [ suggested Sies » ] Web Sice Gallery ~
Wvacsm ' fd - B @ - Pager Ssfetyv Toos~ @-

@q EESUCCESS. GOV

_\> CAREER SERVICES MANAGER =

| STEP11:

<Ena Address > I Enter your VA email address.

| STEP 12:
| Enter your password provided.

STEP 13:
Left mouse click ‘Login’.

‘4 Start

T OnlineSchedVRCTing ... /- Home - VetSuccess: I... /2 yaCSM

Qe &)L O WY, 712
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Register/Build a Veteran Account

{2 VA CSM - Windows Internet Explorer

G@v ‘I https://v2-com. symplicity..com/mananes V@ X E-: -

File Edit VYiew Favorites Tools Help

o Favortes | i () suagested Stes + (8] Web Sice Gallry »

Blvacsm

A Home CSM Staff Home

4 Amouncements ANNOUNCEMENTS PENDING ACTIONS SUMMARY
il Calendar V/OUNDED WARRIOR PROGRAM New Employer Registrations

2 G Army Wounded Warrior Program (AW2) New Information Session Request

i ' Nassionl The Army Wi Warrior Program (AW2) is the official U.S. Army program that assists and advocates for
severely woun and injured Soldiers, Veterans, and ther Familes, wherever they are located, regardiess

“ Employers of military status. Warmors in Transition (WTs) who qualify for AW2 are assigned to the program as soon 3s

possidle after amiving at the WTU. AW2 supports these Soidiers and their Families throughout their recovery

B Survey and transition, even into Veteran status. This program, through the local support of AWZ Advocates, strives to

o v foster the WT's independence CSM STATISTICS asorser s

Assigned to Me / All Pending Appointments

Registered Employers 2903 SHORTCUTS

Warrior Transition Command

P
& oy 200 Stoval Sest,

. Create 3 New Contact
Registered Employer Contacts

Q Placements Creste 3 New emolover =
Registered Veterans .
M Job Postings Create 3 New Veteran
ble to employers % o
» (© Events Create 3 New Job
, 2 4 Ve not viewable to employers 98 raste 2 New information -
[*) Resume Book Marine Corps Wounded Warrior Regiment L e
Job Postings a2 Create 3 New workshoo
E] Quick View Reports Marine Corps Wounded Warrior Regiment - Providing support to our W out highast > =
Our efforts are to provide caring and concerned leadership from the Command totreSquas  Scheduled Information Sessions v
X Resume Buider Leader to each and every wounded, ill andior injured warmor. Service members are supported through a unity
¥ Publications of effort orps 3coss the Marine Corps. The
= W il and d mey to return to their unit,
(df Reporting s cialty of trans environment outside of the
— )
STEP 14:
> %% Tools

— Left mouse click ‘Tools’.

Users Online
» (7) Students Navy Safe Harbor is the Navy's iead organcation for coordinating the non-medical care of wounded, i, and
» (2) Employers injured Sailos ices: G::':s~e';a' their famibes. The ‘es:e's"f, we provide ’> ‘.e‘xm-e-a‘

! Y tallored assistance designed 1o optimaze the suocess of our shipmates' recovery, rehabilitation

» (1) Manager 33 remtegration activities

Training Navy Safe Harbor toll-free number, 43-8503, or safeharbor@navy.mil
» User Guide Air Force Wounded Warrior (AFW2) )
> Admin User Guide ]

eSchedVRCTng ... | /2 Home - VetSuccess: 1., [/
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> VA CSM - Windows

Register/Build a Veteran Account

GO~

symplicity.com/manager/7s=toolsis:

a8 |4)x =

File Edt View Favorites Tools Help
9% Favortes | % (8] suggested Sies

Blvacsm

>

M Home

i Calendar
43 Contacts

4, Professional

A Employers
Survey
& Veterans
43 Counseling
Q Placements
M Job Postings
© Events

%
&

— fa »
- [ fm v Page~ Safety~v Tools~ @@~
- ==
Tuesday, May 22, 20121 7:14 pm | Lyron Blum-Evitts |Logot| —
ANWVETSUCCESS.GO v. oy 2 oLy L]
K(D CAREER SERVICES MANAGER & o tsed by 56y
CSM Staff UsersiGroups # back
™ Announcements
Network
Full Name ¥ User Rights/Groups
A Fernando Administrator (super user) 1200172007
j mattos@v3 gov A PR
Mattos _—e St. Petersburg RO 217: Administrator (No Tools 03:20:00 pem
Anncuncements (Create), Announceme , Contacts (Create), Contacts (Edit), Login As yer, Employers (Create), Employers (Edit), Non-OCR Postings
Approve), Non-OCR Postin OCR Position Assignments (Approve), OCR - Create), Resume Books (Edn
U R 8 DVAN Administrator (No Tools), Ve! nt/Password Management), Vaterans (Create n (Ed), Vateran Activity (Create/Edit), Login As Veteran, t
Wichita RO 452: Administrator (No Tools
& Quick View Reports
von hackath ron. hackuithBva. Counseling / Advising - Mine Only, Counseling / Ad - Full Access, Agminstrator (No Teols
3okuth  33ron haskwith@vs ov . % - )
A Resume Buider S Seattle RO 246 Administrator (super user), Adminis ls
Announcements (Create), Announcements (Edit), Contacts (Acoount/Password Management), Contacts (Craate), Contacts (Edt), Contacts (Bulk Mad), ). Contact Invoices (
yer, Employers (Create) ployer Staff Events (Create), Staff Events (Edit), ! s (Approve), Non-OCR Postings (Cre. Non-OCR Postings (View), OCR
Asron Pugh Asron pushB®vs gov t s peove), OCR Pos Edt), Resume Books (Create). Resume Books (Edt), Administrator (super user), Asminstrator (No Teols), Veteran (AccountPassword Management), Vaterans
W' Document Library (Create), Vateran (Edit an Activity (Create/Edit), Login As Veteran, Veteran Profile (Edit
339: Administrator (No Tools:
.
STEP 15:
» Users/Groups .
" Left mouse CI|Ck nts (Create), Announcements (Edit), Contacts (Acoount/Password Management), Contacts (Create), Contacts (Edit), v . Counseling / Advising
3. Counseling / Advising - Full Access, Counseling / Advising - View Only, Login As Employer, Employers (Create), Employers (Edit), Staff Events (Create), Staff Events (Edit), Non-OCR Postings
‘Users/G roups'. tings (Create), Non-OCR Postings (Edit), Non-OCR Postings (Vi Reports (manage), Regorts (run), Resume ¢ ooks (Edit), Administrator (No Tools), Veteran
gement), Vateran C Create/Edn), Veterans (Create), Veteran eran Activity (Create/Edit), Login Al
- . . ~ AJMInstrator (super user) —— v

OnlineSchedVRCTrng ...

VRC Online Scheduling Pilot Training



Register/Build a Veteran Account

/= VA CSM - Windows Internet Explorer r__—]@rg]
G@: < l‘ htps://va-csm . symplicity.com/manager [index phy

JA]4)x E-
File Edt View Favorites Tools Help

B
<& Favorites Yy 8] we e Gallery v

e N ’
¥ L= suggeste

Bvacsm

‘ -8
VETSUCCESS.GOV
CARCER SERVICES MANAGER & ; STEP 16:

[ @ v Page~v Safety~ Tools ~ Qv >

— B
21 7:18 pm | Lyron Blum-Evitts {.o;o..:

Enter characters of YOUR name. The more the better to

-~ minimize the number of entries coming back from the search.

; . + Add New [JIRPREEE STEP 17:
= Left mouse click ‘Apply Search’.

Showing [20 M| per page | Fage [1 ™|

%:_“ Calendar test counselors: Announcements (Create), Announcements (Eait), Counseling
Lo lne VVeteran

Advising - Assign, Counsaling / A
Access, Staff Events (Create). Staff Events (Edit), Events (create), Events (edit

dvising - Mine Only, Counseling / Advising - Schaduling, Coun
OCR Schedule Requests (Approv s

e), OCR Schedules (Edit), OCR Interview
B orp g e e
iy Left mouse click on
S your name.

2082

£.00 pm

7 étart [T OnlineSchedVRCTmg ...

/" Home - VetSuccess: L...

v
/= VA CSM - Windows In...
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Register/Build a Veteran Account

/= VA CSM - Windows Internet Explorer E]@lg]
G_:v B https o0 symplicity.com/manager /i hp?section=counseling Vlﬁl‘f X/| |[$8ing 'T'o'
File Edit View Favorites Tools Help

o Favortes | oi [ sugoested Stes v ] Web Shice Gallery ~

Wvacsm =0 B v B [ d v Pagev Sofetyv Toosv @~
@A \ ETSUCCESS.G OV Toesday. May 22. 2012 | 7:18 pm | Lyron Blum-Evitts [tozas| 2

_7 CAREER SERVICES MANAGER &

CSM Staff Users/Groups @ back

Users KON oo A list of Veterans currently assigned to you in the
Keporas e Gymplicity tool will appear.

[»_pesy searen ] [n e ][ save et

+ Add New IIEUERECETES

wiog |20 M| per page | Fage |1 M|

| Remove Student

|itemove Stadent;

of Veterans Famove Shdent T
assigned to [ Remove Stugent

Remove Student

"Removn Student

Email address’

you

STEP 19:

= -
* Users/Groups L !n\ovc}}mfx]

ey | B Left mouse click on
ol N, .. ] ‘+Add New'.

« Import Data v

[Remove stusent |

.-;\‘3 V | per :i;i'i‘i [1 Vj

(3 @ Intemet Q- Re -~
‘4 Start 7] OnlineSchedVRCTrng ... | /= Home - YetSuccess: L., /7 v CSM - Windows In... JE DT IS WY, 7:19PM

e
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Register/Build a Veteran Account

= VA CSM - Windows Internet Explorer

G: v nhttps symplcity.comin2ra0er phy Je=F = VLQJ || % ’.E‘;‘, ‘ P
Fdf & Ew Favontes Tools Heb ] i
J¢ Favorites | 95 5] v 8w -

Wvacsm 2 v B - 0 i v Page~ Safety~ Toos~ @~

PUWVETSUCCESS. Gov
e — STEP 20: Enter characters of the

A Home CSM Staff Users/Groups ® back Veterans name in the box
: e immediately left of the ‘Go’ button.
% Contacts X Carcel| The more the better to minimize the
35 Professional . .

number of entries coming back from
the search.

BEEN Counseling REETE

Network Choose Student
A Employers
E] Survey
& Veterans

pom =
i STEP 21:

M Job Postings .
» @ Evens Left mouse click on

|*] Resume Book ‘ ’

[ Quick View Reports Go'.

A Resume Builder

\dl Reporting

" Document Library
v ¥ Tools

+ Emais

Student:*

« Users/Groups

+ System Settings

[T] OnlineSchedVRCTrg ... | /- Home - YetSuccess: I...
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Register/Build a Veteran Account

{= VA CSM - Windows Internet Explorer

CEX

G@v 1nhttps

<. symplicity.com

File Edit WView Favorites Tools Help

i Favorites | 5% (] suggested Site

‘NVACSM

v @] Web Slice Gallery v

»

) v B} [ dm - Pagev Safety~ Tooks~ @

. ETSUCCESS. GOV

M Home

4 Announcements
il Calendar
43 Contacts

#5, Professional
Network

A Employers
[ Sorvey

& Veterans
#3 Counseling
Q Placements
M Job Postings
© Events

[* Resume Book

K Quick View Reports
X Resume Builder
% Publications

'/ 7 CAREER SERVICES MANAGER =

CSM Staff Users/Groups @ back

UECSN Counseling REETHE

(X cance |

Choose Student

Student:*

STEP 23:

Left mouse click ‘Submit’.

a8 AREA I T . A
Tuesday, May 22, 2012 | 7:20 pm | Lyron Blum-Evitts |iogos| =

STEP 22:

Select your Veteran from
the list of matches to your
search input.

<

‘4 Start 7] OnlineSchedYRCTrng ... | /2 Home - VetSuccess: I...

(@ @ Internet L Br%e -

VRC Online Scheduling Pilot Training
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Register/Build a Veteran Account

/= VA CSM - Windows Internet Explorer E]E][z|
G@' I ttps: //-comn symplicity.comnanage /index. phy v & [4)[x] [Fen |p-
File Edt View Favorites Tools Help

S Favorkes | 93 (@] Suggested Stes v @] Web Slice Gallery ~

Wvacsm M v B [0 d® v Pagev Safetyv Toosv @~

A

{gﬁ% 7 ET S UCCESS.GO Tuescay, May 22, 20121 7:23 o | Lyron Blum-Evitts | cogout]
X

CAREER SERVICES MANAGER = 4 by sympbcity

A Home CSM Staff UsersiGroups ® back
™ Announcements
il Calendar

33 Contacts Keywords seaznes o

4 Professional ‘
Netuork [ Apply Searcn | [ Ciear | v Save Detauits |

A Employers
[ suvey Items 1-10 of 10 Showing [20 M| per page | Page |1 M|
& Veterans

33 Counseiing
Q Placements

8 Job Postings ) Gic
© Evens B of Veterans

Counseling

ef A3 303 e 3307833

r———————
Remove Student

[ | Remove Student ‘

Email address’

[ Resumeok [ wand assigned to [ Remore Stugen
[J Quick View Reports
A Resume Builder

[T Publications Nes! Lou [ Remove Stugent |

il Reporting ——
Neal Loui Remove Student
f Document Library

v 3% Tools
+ Emais

- Usesoomps The Veteran should now show up in the
e — list of Veterans assigned to you in the
Symplicity tool.

you [ Remove Stosent |

‘4 Start (7] OnlineSchedvRCTrng ... | /7 Home - VetSuccess: I... S YA CSM - Y . B ° K" LT IS Wy, 7:23pM

=0
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Register/Build a Veteran Account

/= VA CSM - Windows Internet Explorer

6@' nhttps 3-csm.symphicity.com/manager findex, php?s=studentsé_ksl=1 V‘g"r X {E }p'

File Edit View Favorites Tools Help

5.¢ Favorites QE iggested Sites v @] Web Slice Gallery v

IIVACSM ' 22 B [ g v Page Safety~ Took~ @~

K AWVETSUCCESS.GOV Tuastay, ay 22,2121 725 m | Lyron Blum-Evits [iog]

_7 CAREER SERVICES MANAGER =

»

Veterans

Veteran JRESERSY Saved Duplicate = Archived
List Search  Searches Search Veterans

| J Towview PLF files, you may need Adobe Acrobat Resder. To view Excel files, you may need Excel Viewer 2003

.......

STEP 24:
Left mouse click ‘Veterans’.

¥ | Employment Track Station/RO¥ i ¥ | Email Verified
Resume Book
g O E) david gmrgdic@vanco com disabled »
Quick View Reports
A Resume Builder B |a Mark 320- Nashvile, TN mark bussel ey o 2
B Pbicat
O E tamana
\l Reporting
o 1 o A Vince
v 3% Tools O AMarn Stacy (disabled 0 ”
Emails
Users/Groups O Azl Sharon 307- Buffalo, NY 2
System Settings
Picidists g |a febetavio disabled X "
+ Quicklinks
A Negron-Santiago 385 San Juan, FR £eoronratagihotmsi gom
«+ Import Data O = egron-Santiag an Jus ¢ 3
https: fva-csm.symplicity.com{manager findex.php?s=studentsé_ksl=1 [E 0 Internet

’,’ start m OnlineSchedYRCTIng ... /> Home - YetSuccess: .., = ! m ) 4, 7:25PM
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Register/Build a Veteran Account

{2 VA CSM - Windows Internet Explorer

ij [ — vﬁ] 4l [x| [=e p— ,p v
File Edt ‘View Favorites Tools Help . = E—————— ——

% Favorites | 93 [&] suggest s v )W r v

JHvacH ¢ g v Pagev Safety+ Todse @

Tuesday, May 22, 2012 | 7:28 pm | Lyron Blum-Evitts | Logout |

@ﬁ ETSUCCESS. GOV

B/ CAREER SERVICES MANAGER & ponsiod ¢

M Home Veterans Py
Announcements

’ Veteran [SEETE] Saved D

il Calendar List Search ~ Searches

R STEP 25: Enter characters of the Veterans name in the search box. The more
3y, Professions | Al bl ”“"“’““’l the better to minimize the number of entries coming back from the search.

Network
A Employers
[ suvey

Veterans

% Coseing STEP 26:
i “=4 Left mouse click ‘Apply Search’.

M Job Postings
@ Events ce Case Status resume Status Logins ¥ | Email Verified v

w

howing ‘0 v per page -3,=< v

[* Resume Book fderhald 313- Columbia, SC
(2 Quick View Reports _ Email of

X' Resame bokder ' Veterans

~n

¥ Publications iagin 333 Denver, CO
\ll Reporting :
&' Document Library ] disabled
v %% Tools A

S Ensle disabled

* UsersiGroups € )

. s Setti (disabled

: Pi"."" + Add New [fIS08 STEP 27: Showing [20 W) per pagePage 1 M|

Left mouse click the Last name of
the Veteran you just entered.

Done (@ @ Internet v Ben ~ .

‘4 Start (7] OnlineSchedvRCTrm B & U OO 726pm
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Register/Build a Veteran Account

(= VA CSM - Windows Internet Explorer

G@' { I https: //va-csm symplicity.comjmanaaer index. php?subtab=account VIE 2| X [E P~

File Edt View Favorites Tools Help

o Favorites | 95 [ suggested Stes v ] Web Shice Gallery ~
| - - »
Wvacem ‘ % v B) [0 @=m v Page~ Safety~ Tools~ @~

A \ ET S WCEESS. G OV Tuesday, May 22, 2012 | 7:28 m | Lyron Blum-Evitts [ Logeut] &

_7 CARE!R SERVICES MANAGER =

new 7 window # back

Professional S Login
Documents Counseling Employment = Activity
Network As

A Authentication STEP 28:
B oy vae| [xe ] Left mouse click the ‘Account’
L Counseling Account Disabled* su b'tab.

Account Blocked® Secing o8’ nere will prevent vileran 1om PIMICIDIING 1N 3% FRCTURMEN ACVTiES

(&)
@
]
®

Blockes O Soft Block

[ Quick View Reports Account expires on ’r | Q

8 Publications User Rights ThESE 117N OREIMING WHICY MO0ES T8 VEAT C30 LR 1008 BENCIC Veteran Wil have B gt

e ; | sTeP 29:

i Hicex P Left mouse click the ‘Use
Appointments’ check box.

(g € Internet v BRE% -
1 s Start (7] OnlineSchedvRCTrng ... | /7 Home - YetSuccess: I... S YA CSM - Windows > L0 T TET e W09 7:29 P

'
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Register/Build a Veteran Account

/= VA CSM - Windows Internet Explorer
Gv\:\'_j' ;nhttps 3-csm, Symplickty.com/manager findex. php?subtab=account VI & I 42 X |E g } R~

File Edit WView Favorites Tools Help

= iy — -~ »
Bivacsm M v B) [0 @ v Page~ Safety v Toolsv @~
- | |
) Kecount Disabled” SERCIT Ve T E W G0N gt O] ve Ve E ]
Q Piscements Oves ONo
) Job Postings
O e Account Blocked® SeIctNg Y88 NEre Wil PrEenT VEN8ra TN SATCEAING 1 2% NECTURMETt ACTVTes
» (U Events -~
© Unbioskes O Blocked O Soft Blosk
|*) Resume Baok
) \  P— 7
3 Quick View Reports Account expires on D Ql
A Resume Builder
j Publications User Rights TASEE NIJANS OMAMINE WA MOCUIES 18 VENrST £30 USE TA00S SN0, veteran will e 30 rignes
\dll Reporting
"y Document Library
v $¥ Tools
Emails
’ Cuse ProNet
+ System Settings [ use Fiacements
. se Events
Pickists Busee
Muse Caiendar
* Quicklinks ifiuse Appointments
- v
Import Data
=R S0E, Password ASSI0N PassuOns EMEr 3 new PISSWOND Nere.
» Emai Queve | j
+ Form Builder
» EventLog Verify Password Verty ASSignec Passwors: Re-820er I PRSERONE 10 1Rrty, 1 Sk SAVE or SUBIAT whin 0ok
* Help/Hints ‘J
+ Usage Stats

MR My Account Reset Password STEP 30: uaer g
Users Oniine Left mouse click the ‘Submit’

» (8) Students Simplify Interface

. () Engloyers button.

» (1) Manager

Training

Done [ @ Internet -l BE% v

4 Start (7] OnlineSchedVRCTmg ... | /= Home - VetSuccess: I... /75 VA CSM - Windows In... g ®) L T IS WY, 731 P
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Register/Build a Veteran Account

ows Internet Explorer

GC' ‘_n*httpsi : sympiicity.comi ger/ind Jelists v ﬁ"? X (& ging v

File Edit View Favorites Tools Help

5.¢ Favorites is 3 ested Sites v ] Web Shice Gallery v
Bvacsm [i M v B) [ d v Page~ Safetyv Tooks~ @~
@% \ E T S U C C E S S S G OV Tuesday, May 22, 2012 | 7:32 pm | Lyron Blum-itts | Logow|
| K"f\- CAREER SERVICES MANAGER & powesed by symphty
Veterans
EESELl Detaied ved e rchi STEP 31:
Left mouse click the
| v To view FPOF files, you may nesd Adobe Acrobat Resder. To view Excel fles, you may need Excel Viewsr 2003 I . ,
Logout’ button.
Keywords
t J
[» Apely Seacen | [ Ciear | [ v Save Detauits || + wore Fiters
SABCOEFGHIJKLMNOPORSTUVWXY ZAY
Employment Track Station/RO# Case Status ¥ | Email Verified
disabled
disabled
disabled

‘4 Start [T onlineSchedyRCTng ... | /- Home - VetSuccess: I...
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HOW TO SETUP AVAILABLE APPOINTMENT
TIMES FOR THE FIRST WEEK

This section contains a series of screen captures showing you the 12 steps necessary to
establish the available appointment START TIMES in the Online Scheduling Calendar tool for

the first week of your participation in the pilot. Thisisa ONE TIME TASK for this pilot.
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Setting up your Counselor Account

8 tore CSM Staff Home e *
™ Announcements
ANNOUNCEMENTS PENDING ACTIONS SUMMARY 4.4 March 2012 D D
W Calendar NRD WIDGET New Employer Registrations 7 1 2 3
) - 2
s Contacts National Resource Dlrectory (NRD) New Information Session Request 0 |4 5 6 7 8 9 10
Assigned to Me / All Pending Appointments /0 1112 13 14 15 16 17
A Employers The National Resource Directory (NRD)is the leading online resource that Lot i
Suney connects wounded, ill and injured senvice members, veterans, their families and 1819 20 21 2 28 2%
care providers to the information, services and support they need. It offers quick 2% % 218 W N AN
ﬁ Vetefans ndgacy a a pas Af paadiaal and nan mad isalazassams and
_ . overy,
% Counseing foP 1: lick ‘C ling’ on, the CSM STATISTICS 45 0 10:28 Al
eft mouse clic ounseling . Efenseand y
Q Placements g ociatiersl Registered Employers 2681
1 Registered Veterans 126557
LY Resume Book The NRD has worked hand-n-hand with Google and leading national job :
L1\ Guick Viesk boards to provide 3 Veteran Job Search capability that will enable Veteran job Veterans resumes viewable to employers 14188
Reports seekers to search based on keyword, location, or Military Occupational Code :
o (H0C). Usingthe IOC field, job Seekers will be abletofuther customize heir ~~rorans resumes fot viewable to employers =
X Resume Builder search criteria based on the Civilian Equivalents attributed to their MOC. The Job Postings 2029
National Resource Directory has also developed a job widgetthat enables any ) )
£ Publications website to easily embed a veteran targeted job search into their own site. Scheduled Information Sessions 0
{df Repotting
1 ) The National Resource Directory (NRD) is proud to support this impartant job
W' Document Library search senvice for our Veterans. By integrating information technology and data
. A X from several Federal Agencies and the private sector in a reusable widget the
My Accoun NRD shows the power of collaboration, innovation, and the use of light
terhnnlnny” and shared anlutinna tn hrinn relevant aenirea tn nnr \Veterana
@ Internet A R -
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Building your Appointment Availability Schedule

‘ \ ET S HMECESS.GOV Wednesday, March 28, 2012 11:09 am | George Thomas Fout'

_CAREER SERVICES MANAGER  mpowered by symplicity

e O 0 © *

# Home Career Counseling

STEP 2:
™ Announcements ’ N . . oy egs
Aopoinkments | Fending AL Counseling Left mouse click ‘Counseling Availability’
" Calendar P Appointments © Appointments EAEIELILYY Students . . .
tab to build your schedule of availability
% Contacts A\V‘;::;::W on a day by day basis.
A Employers

Sunvey
® Veterans

Events/Conflicts

Active Historic
Schedules  Schedules

‘2 Counseling Labe ’

Q Placements Staff | v

© Events | ) Apply Search l |0 Clear | ’ v Save Defaults |
[" Resume Book

& Quick View 1\ No records found.

Reports
X Resume Builder I mw ' STEP 3:
BN Publications Left mouse click ‘+ Add New’ to build a
(l Repotting schedule identifying day to day windows of
availability that a Veteran can request as
START TIME'’s for a counseling session.

|1 Document Library
MR My Account

Done (@ @ Interet G Rioo% o
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Assigning Label and dates for first week’s schedule

& Home [New Weekly Schedule] # back o * @

W Amouncements .,
i Calendar
8 Contacts ’ Submitl |V Save i lx Cancel] | & Delete ‘ * indicates a required fiel

A Employers

P —— STEP 4:
Survey Availability Label George Week of March 2 ’ Enter a unique name for your schedule.
R Veterans
e ———
*s Counseling Staff Member* ‘ v
STEP 5:

Q Placements
© Events
[*] Resume Book

& Quick View
Copy Schedul
it joomsnste] "0

K Resume Builder Select the upcoming Sunday.
Start Date” ‘ o

E1 Publications it

f Reporting =
B Document Livary [ < 2012:03-31 E ] STEP 7:

Select the Saturday following your
M My Account ..
selection in Step 6 above (1 week). ulaiy” system seting vae.

Select your name from the

Schedule to Copy Search for a schedule by staff or f
list of counselor names.

Appointment Length If no appointment length

Done D @ Inemet i Rooe o
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Setup allowable appointment lengths and ‘on the hour’ start times

L] Kesume DooK

I Quick View
Reports

X Resume Builder
EX Publications

(f Reporting
|1 Document Library

M My Account

Users Online
(6) Students
(1) Employers
(1) Manager

Training

User Guide
Videos

Support

Symplicity CARES
Submit Issue
Send Email

Call Help Desk: 1-703-
373-7040

Hours: Mon-Fri 9am-
8pmET

Start Date*

End Date*

Appointment Length

Meeting Start Options (per hour)

2wz |ER0
20120331 |5 (©)

If no appointment length is selected, the system defaults the appointment length to the "Specify Counseling Session Granularity” system setting value.

STEP 8:

Select appointment lengths of 30 and 60 minutes
ONLY. (Requires two actions to select both).

]

Select possible appointment start times. If none are selected, the start time will be the start time selected in the timespan windows.

=l

STEP 9:
Select appointment start times of 00 and 30
ONLY. (Requires two actions to select both).

dl

(D @ Interet -

#100% ~
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Skip over selection of types (you receive all by default)

» (1) Manager

Training

User Guide

Videos

Meeting Start Options (per hour) Select possible appointment start times. If none are selected, the start time will be the start time selected in the timespan windows.

Support [Select] v i clear I

Symplicity CARES 30

Submit Issue
X

Send Email w

Call Help Desk: 1-703-

373-7040

Hours: Mon-Fri 9am-

8pmET

(except holidays) ) ) ) - ) )

Type(s) These types determine which ¢ ling type the « lor is available for. If none selected, counselor will be available for all types.

[J'5 Track Employment
[ application
O Employment Orientation
O riage for Track Selection
Centtlement Determination | NOTE:
Dindependent Liing Do NOT select any counseling type(s),
[Job Ready Senice . .
CIRapid Access all types will be available by default.
ORe-Employment
O sert Employment

Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday
FYNPT FYTPT I = nnam lannam  EAMECOE 500 am 500 am

[ € internet £ v B 100%
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Establish Available Appointment START times for each day of week

I APPIC3UTT

Oindependent Living
[Juob Ready Service
ORapid Access
CJRe-Employment
O seif Employment

IMPORTANT !!!

Remember, if you wish to end your day
at say 4:30, your last appointment
available time needs to be 3:30.

Monday

8:0" am
& 0 am
400 am
9:30 am
10:00 am
10:30 am
11:00 am
11:30 am
12:00 pm
12:30 pm

0O Employment Orientation
O riage for Track Selection
[Jentitlement Determination

8:30 am
9:00 am
9:30 am
10:00 am
10:30 am
11:00 am
11:30 am
12:00 pm
12:30 pm

2:00 pm
2:30 pm
3:00 pm
3:30 pm
400 pm
4:30 pm

(8:00 am

1:00 pm
1:30 pm

10:00 am
10:30 am
11:00 am
11:30 am
12:00 pm
12:30 pm
1:00 pm
1:30 pm
2:00 pm
2:30 pm

[0 a0 -

STEP 10:

While holding the ‘Ctrl’ key down, left
mouse click on each of the times that
you wish to be made allowable as a
START TIME for a counseling session.
Your selections will be seen highlighted
in blue. If necessary, again, while
holding the ‘Ctrl’ key down, you can left
mouse click on any highlighted blue
time to deselect that time. Perform for
each work day for the week.

| STEP 11:

Left mouse click ‘Submit’ for
your selections to be accepted. |
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Verify First Week’s Schedule has been built

MANLEN JENVIVEY mAIivAuLn W PUWTIEY Uy ayiipauny

i word Se; =
#& Home Career Counseling ane : x

1
" Announcements Appointments Pending Archived Counseling Al
i Calendar Appointments = Appointments BENGUENIEE Students

83 Contacts Weekly

Availabili
A Employers !

Survey Active Historic
Schedules  Schedules
® Veterans

Events/Conflicts

*s Counseling Label |

Q@ Placements Staff | v

© Events I » Apply Search I i Clear | { v’ Save Defauls |
[} Resume Book

B Quick View fems 1-1of 1 Showing[20 ¥

Reports
X Resume Builder Label v | Staff Members Start Date

EX Publications George Week of March 28 George Thomas Mar 25, 2012 Mar 31,2012

_1 e \ L] tems -101] STEP 12: Showing 20 ¥

B Dt Left mouse click on the label of the weekly

AR My fccoint schedule you just built and saved (In this case,

I George Week of March 26). | (3 @ internet G Ri00% -
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HOW TO SETUP APPOINTMENT TIMES FOR
ADDITIONAL WEEKS

This section contains a series of screen captures showing you the 9 steps necessary to
establish the available appointment START TIMES in the Online Scheduling Calendar tool for
the remaining weeks of your participation in the pilot.
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Building Schedules for Additional Weeks

& Home Weekly Schedule: “George Week of March 26" ® back (2 A K2 NN

W Amourcements ¢,

i Calendar

8 Contacts b Submit | | v Save[ pt Cancel' | & Delete | * indicates a required field

A Employers
Survey Availability Label* EGeorge Week of March 26 [

& Veterans

‘& Counseling Staff Member* (George Thomas ¥

Q Placements STEP 1:
© Events Schedule to Copy ki i Begin typing in the name of the label of

eorge .
(" Resume Bock ol S —— your previously saved schedule.
George Week ollarch 26 (George Thogya . . .
e Left mouse click on the desired selection.

& Quick View .
STEP 2:

X Resume Builder

' 03 ) Left mouse click on the
L Start Date 20120325 |30

‘Copy Schedule’ button.
Wl Reporting

o Document Loy 20120331 |30

M My Account

Appointment Length If no appointment length is selected, the system defauls the appointment length to the "Specify Counseling Session Granularty” system setting value.

Done @ Internet v R v
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Building Schedules for Additional Weeks

A Resume Builder

EX Publications Stast Dote? ‘ C?) STEP 3:

gl Report Edit the Start date and End Date to

eporting . .
.'.' Document Library End Date* .2012_04_0? m |dent|fy a nhew week.
M My Account
Appointment Length If no appointment length is selected, the system defautts the appointment length to the "Specify Counseling Session Granularity” system setting value.

Users Online [Select] ¥

» (3)Students _ &0
[ 20

» (1) Manager
» (2) Employers NOTE:

Training

User Guide
Videos

Meeting Start Options (per hour)
Support

Symplicity CARES
SubmitIssue

Send Email

Type(s)
Call Help Desk: 1-703-

373-7040

Hours: Mon-Fri 9am-
8pmET
{except holidays)

The ‘Appointment Length’,
‘Meeting Start Options’, and
‘Type(s)’ remain as is. Do

Select possidle appoiI NOT adjust these items. ed in the timespan windows,
00 r

20 |

These types determine which counseling type the counselor is available for. If none selected, counselor wil be available for all types.

[O5 Track Employment

O Application

O employment Orientation
[ 'rriage for Track Selection
O Entitiement Determination
Oindependent Living
[JJob Ready Senvice
ORapid Access

(@ @ Internet v R1o0% o
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Building Schedules for Additional Weeks

WAICEI DLIVIVED IAINAULIY B pUweie Uy syiipiuLy
i

& Home Weekly Schedule: "George Week of April 1" @ back o " F @

™ Announcements Edit

il Calendar
& Conacts | > Submit| lv/Save | [X Cancel l [o Delete l

* indicates a required field

A Employers STEP 4:

Suney Availabilty Label Geargeeekof4iit ) | Move back up to the top of the
& Veterans page, Enter a new unique name
into the ‘Availability Label’.

2 Counseling Staff Member* George Thomas ¥/

Q Placements
. Search for a schedule by staff or label
@ Ei Schedule to Copy y

]
£
ﬂ W

[* Resume Book

& Quick View
X Resume Builder

28 Pubicatons Start Date* 20120401 |30

ll Reporting B
B Document Library e 20120407 G‘_@,’

M My Account

Appointment Length If no appointment length is selected, the system defaults the appointment length to the “Specify Counseling Session Granularity” system setting value,

= (g @ inemet v Ri00% v
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Building Schedules for Additional Weeks

CITRPPIC3ToTT
CJEemployment Orientation
O riage for Track Selection
O entitiement Determination
Oindependent Living
[0Job Ready Senvice

O Rapid Access

DRe-EmpIo,ment

IMPORTANT !!!
[ self Employment

Remember, if you wish to end your day
at say 4:30, your last appointment
available time needs to be 3:30.

Wednesday Thursday

MD v Save | | X Cancel | | & Delete |

[:00

Satun Coindday

STEP 5:

¥*1 The Selected times will be as you had set
24 them in the week you copied from. While
holding the ‘Ctrl’ key down, Left mouse
click to adjust your available START
TIME’s for counseling sessions as
necessary. Your selections will be seen
highlighted in blue. If necessary, again,
while holding the ‘Ctrl’ key down, you can
Left mouse click on any highlighted blue
time to deselect that time.

STEP 6:

(@ @ Internet e

Left mouse click the ‘Save’ button. I
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Building Schedules for Additional Weeks

P AN Weekly Schedule: "George Week of Apl YT R A ol * o
Repeat Steps 1-6 to build a new weekly

"™ Announcements : .
' = schedule for each week of the pilot.

W Calendar
8 Contacts b Submit | | v Save | m' & Delete * indicates & required field

A Employers

Step 8:

Suney Avalabilty Labef After the last week’s schedule has been built,
& Veterans Left mouse click on the ‘Cancel’ button to
return back to the ‘Counseling Availability’ tab.

' Counseling Staff Member®

Q Placements

- Search for a achedule by staff or label
@ Y Schedule to Copy

" Resume Book

L Quick View
Reports

* Resume Builder

EX Publications Start Bater G |@|

i Reporting

B Document Library FiDater D@

MR My Account

Copy Schedule

Appointment Length If no appointment length is selected, the system defaults the appointment length to the “Specify Counzeling Seazion Granularty” system setting value.

Dane € Intemet ERA $1
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Setup’s Complete, You are Ready to Receive Appointments

/= VA CSM - Windows Internet Explorer

G@' [éutm ;0. symplicity..com/rmanacer findex. php?tab_k b tab=neeklysmod ENcacalrsalc B B 7\.@ 4% [E , o JP'
Ble Edt View Favorites Tools Help

¢ Favortes | 9k [S) Suggested Sites v @] Web Shice Gallery ~

JeBEEH | B v B) 0 @ - page~ Sefety- Todkse @-

ﬂ Home wdareer LounLEny

[l
" Announcements Aoroiniments Pending Archived Counseling All
" Calendar PP Appointments Appointments Availability Students

42 Contacts Weekly
Availability
P4 Employers

Survey Active Historic
Schedules  Schedules

Events/Conflicts

™ Veterans

*s Counseling

Q@ Placements

O Eens (> sovvsesn]mcf SR 9:
[*] Resume Book Verify all of your weekly schedules
Showing‘:20 ¥

S coick Viow en= <] appear. You are now ready to receive

3 Resume Builder counseling appointments. Start Date End Date

EZ Publications v i George Thomas Apr 01,2012 Apr 07, 2012
{f Reporting

B' Document Libra ¥
MR My Account

George Week of April 15 George Thomas Apr 15, 2012 Apr 21,2012
George Week of April 8 George Thomas Apr 08, 2012 Apr 14,2012

George Thomas Mar 25, 2012 Mar 31,2012

Users Online

» (2) Students
» (1) Manager

1 add New I reg Showing (20 |

(& @ Internet fa - ®R100% v .
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HOW TO ACCEPT PENDING APPOINTMENTS
YOU HAVE WITH VETERANS

This section contains a series of screen captures showing you the 4 steps necessary to accept
pending appointments in the Online Scheduling tool with participating Veterans.

IT IS RECOMMENDED THAT YOU PERFORM THIS SECTION
AT LEAST ONCE EVERY DAY. DON'T RELY ON AUTOMATED EMAILS TO
NOTIFY YOU OF PENDING APPOINTMENTS.
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Accepting Pending Appointments made by Veterans

# Home Career Counseling Note:
For each appointment request made by a

Veteran you should receive an email titled
‘Appointment Request Received’ with content
similar to the following:

'
" Announcements Pending Archived Counseling Al

i Calendar Appointments | GEMISRASINSY) :ooointments ~ Availability ~ Students

8 Contacts Keywords searches c

A Employers Step 1: .
Left mouse click the

o ‘ . . Tuesday, J 05, 2012, 09:15
e ~{ ‘Pending Appointments’ tab. uesaay, fune pm
® Veterans

L& Corgein v Batch Options | + Add New JCUCREEE! You have received a request for a counseling
g appointment from the VetSuccess.gov online scheduling
Q Placements - - y  Student tool.

Comments
@ Events
[ Resume Book Application Time: 10:00 am on June 7, 2012

& Quick View
Reports tems Veteran: Joe Sample

¥ Resume Builder Left mouse click the ‘Edit’ button.
Do NOT select the ‘View’ button. Appointment Type: Entitlement Determination

E1 Publications

J Reporti
“1 R Please go to: https://va-csm.symplicity.com/manager/
&' Document Library

MR My Account to accept or decline the appointment.
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Accepting Pending Appointments made by Veterans

[b 5uwm| |¢sm| | X Cancel | | & Deiete | |Aamvu.ppomwen: | | leAppommenl|

Appointment Details

Counselor*

Veteran®

Type*

Date*

Time

Length

Users Online
v (8) Students.
» (1) Manager

Period of Recurrence

Training End Date of Recurrence

v User Guide
+ Videos
Recur on Multiple
Support
+ Symplicity CARES
¢ Submit lssue Appointment Approved®
» Send Email

Call Help Desk: 1-703- .
3737040 Viewable on Calendar By

George Thomas b
Lou Neal W | |[eywerd] b Go

Entitlernent Determination M

5195 9o ] [

" Wnass

¥ Bpeciied, jOu BIE0 NEE0 10 BPECT T &0 CB% O FECUMTENCE.

;‘," start /7 Signin | VA CSM - Wi... {2 WA CSM - Windaows In...

& My Documents

Appointments/Events On This Date
Type  StudentEvent Title  Time
Appt. Lou Heal £:00 am 1o 9:30 am
Administrative Info

b
Created Date Mon, April 30, 2012, 8:07 pm
Last Modified Mon, April 30, 2012, 8:07 pm
Wak-in Appointment? -
Veteran Information

b

Fullname Lou Neal

Email Veteran email

Step 3:
It is IMPORTANT that you select the ‘student’
and ‘staff’ check boxes for the ‘Viewable on
Calendar By’ BEFORE you select ‘Approve
Appointment’. If you do not select these options,
the appointment will not show up on the Rr% -
Veteran’s Online Scheduling calendar. m
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Edit

Accepting Appointments made by Veterans

Step 4:
» Sutmt | [ v Save ['X Caru!"\ 'ODQK!‘] {RbmtAppon‘ln‘MlA Left mouse CIiCk the R LRl Flags
Appointment Details lApprove Appointment’ | Appointments/Events On This Date
e — b Type StudentEventTitle Time
Counselor [George Thomes | utton. Nt e I
Veteran® ‘l:;”‘%ejﬂ@ r—
» © Evems ~ | Note:
[ Remeeck I serenzzend - After clicking on the ‘Approve Appointment’ button an email will
[ Quick View Reports . .
% resome it | [ @ o] be sent to the Veteran titled ‘Appointment Request Approved’
7 pubicatons | with content similar to the following:
\l Resorng s [oo ] oo [sm wf
B Document Lidrary
A Length e Tuesday, June 05, 2012, 09:22 pm
\’ ﬁv“

Users Online
» (8) Students
> (1) Manager

Period of Recurrence 7 E0R0TE0 00 330 need 10 50)

Dear Joe,
Your request for a counseling appointment with Jane Counselor
s S =227 at 10:00 am on June 7, 2012 has been approved.

» User Guide L |Es0
» Videos

‘ v/
—

Recur on Multiple

Sippart R BT you have any questions or concerns, please call the Regional
Office.

Appointment Approved® Oves Ono

Viewable on Calendar By s

B | Our staff will be happy to assist you !

/2 YA CSM - Windows In... | (@ My Documents

/2 Signin | YA CSM - Wi...

7, start

[T OnlineSchedVRCTg ...
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HOW TO CANCEL PENDING APPOINTMENTS
YOU HAVE WITH VETERANS

This section contains a series of screen captures showing you the 4 steps necessary to cancel
pending appointments in the Online Scheduling tool with participating Veterans.

NOTE: It is best to select this option rather than changing the day or time of a pending
appointment from a Veteran. This is due to the email that is sent to the Veteran is very similar to
what they receive if the appointment is accepted as is. The email could easily cause a
misunderstanding of the day/time.

Rather than make changes to a Veteran’s request, cancel the current request and have the
Veteran submit a new appointment request.
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Cancelling Pending Appointments made by Veterans

Counseling Record for Lou Neal: Application # back N Ote o
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Cancelling Pending Appointments made by Veterans
@5 ETSUCCESS. GOV

S

| oo |
Sunday, May 03, 2012 | 8:31 pm | George Thomas | Logout|

n CAREER SERVICES MANAGER s ponced by 3y

# Home Counseling Record for Lou Neal: Self Employment ® back CIEETEE DO C * e

L = Edit

il Calendar

4 Contacts [» suomi 3«9an | X Cancel | )8 Delete | | Restore Appointment U .. .
A A tment Detail Appointments/Events On This Date
ppointment Uetalls . ppoIn vents On This
n Survey Step 4 Wo Records Found
Counselor* Left mouse click the —
Administrative Info
‘ ’ S
Cancel’ button to return to Crastes Date Sun May 8, 2012, 309 pm
Placements Veteran* . .
Z)e the Counseling main menu. Last Modifies Sun, May 8, 2012, 831 pm
» (O Events
Modified By George Thomas
|" Resume Book Type* |Selt Employment v
Walk-in Appointment?
[ Quick View Reports
X Resume Buider Date* [rze14 ] (D0 Veteran Information
E¥ Publications ]
o P Fullname Lou Nesl
y Time (03 v (20 ¥/ |am ¥ |
Wl Reporting hd :] @ Email george.gls.thomas@gmail.com
B Document Library
Length M
MR My Account r
120 v
O Period of Recurrence * 8pRciiEd, 10U 350 D860 10 pECHY i €00 C3te Of rECUTTENCR
» (3) Students }
v
» (1) Manager
Training End Date of Recurrence 11615 3 FOMTTOZ 3900 D33 $9807 0GR LT WEN 044 00 K TR 00T B et
» User Guide [ 18
» Videos
Recur on Multiple ®@1020304

Support

Done

f,‘ start [7] OnlineSchedvRCTrng ... | [T OnlineSchedYRCFAQ ... | /7 Inbox (36) - gearge.... /3 VA CSM - Wi

VRC Online Scheduling Pilot Training Page | 48



RECEIVING A CANCELLED APPOINTMENT
FROM A VETERAN

This section contains a screen capture showing you the email notification you will receive if a
Veteran cancels an appointment with you in the Online Scheduling tool.
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Receiving a Cancelled Appointment from a Veteran
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HOW TO VIEW PARTICIPATING VETERANS

This section contains a screen capture showing you the 2 steps necessary to view your
assigned Veterans that will be participating in the Online Scheduling tool with you.
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View Your Participating Veterans
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HOW TO VIEW
APPROVED/PENDING/ARCHIVED
APPOINTMENTS YOU HAVE WITH VETERANS

This section contains a series of screen captures showing you the 5 steps necessary to view
approved, pending, or archived appointments in the Online Scheduling tool with participating
Veterans.
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Viewing Approved Appointments with Veterans from Counseling Page
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Viewing Approved Appointments with Veterans from Calendar Page
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Viewing Pending Appointments with Veterans
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Viewing Archived Appointments with Veterans
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