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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. 

 

 

http://www.vetsuccess.gov/
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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 

 

STEP 1:  
Enter http://www.vetsuccess.gov in your browser. 

STEP 2:  
Left mouse click on 
‘VA Staff Log-in’. 

http://www.vetsuccess.gov/
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Logging in with Pilot Provided UserID and Password 

 

STEP 3:  
Enter your VA email address. 

STEP 4:  
Enter your password provided. 

STEP 5: 
Left mouse click ‘Login’. 

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

NOTE:  
All Veterans that have submitted a Pending 
schedule request since your last login will receive 
an email that their appointment request has been 
received immediately after you have logged in. 
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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 

STEP 2:  
Left mouse click on ‘Register for a 
free account’. 

STEP 1:  
Close all existing VetSuccess.gov 
windows. In a new browser window, 
enter http://www.vetsuccess.gov. 

http://www.vetsuccess.gov/
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Register/Build a Veteran Account  

 

 

STEP 3:  
Left mouse click on ‘Veteran’. 
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Register/Build a Veteran Account  

STEP 4:  
Left mouse click on ‘Register’. 
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Register/Build a Veteran Account  

 

 

STEP 5:  
Enter the Veterans full name and hit the TAB key. 
This will auto-populate the three names fields. 

STEP 6:  
Enter the Veterans email address. 

STEP 7:  
Left mouse click on ‘Submit’. 
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Register/Build a Veteran Account  

 

STEP 8: 
Close the browser window completely.  
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Register/Build a Veteran Account  

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

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

 

http://www.vetsuccess.gov/
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Register/Build a Veteran Account 

STEP11:  
Enter your VA email address. 

STEP 12:  
Enter your password provided. 

STEP 13: 
Left mouse click ‘Login’. 



VRC Online Scheduling Pilot Training   P a g e  | 14 

Register/Build a Veteran Account  

 

STEP 14: 
Left mouse click ‘Tools’. 
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Register/Build a Veteran Account  

STEP 15: 
Left mouse click 
‘Users/Groups’. 
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Register/Build a Veteran Account 

 

STEP 16: 
Enter characters of YOUR name. The more the better to 
minimize the number of entries coming back from the search. 

STEP 17: 
Left mouse click ‘Apply Search’. 

STEP 18: 
Left mouse click on 
your name. 

Joe Veteran 
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Register/Build a Veteran Account 

Email address’ 

of Veterans 

assigned to 

you 

A list of Veterans currently assigned to you in the 
Symplicity tool will appear. 

STEP 19: 
Left mouse click on 
‘+Add New’. 
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Register/Build a Veteran Account  

STEP 20: Enter characters of the 
Veterans name in the box 
immediately left of the ‘Go’ button. 
The more the better to minimize the 
number of entries coming back from 
the search. 

STEP 21: 
Left mouse click on 
‘Go’. 
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Register/Build a Veteran Account  

STEP 22: 
Select your Veteran from 
the list of matches to your 
search input. 

STEP 23: 
Left mouse click ‘Submit’. 
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Register/Build a Veteran Account  

Email address’ 

of Veterans 

assigned to 

you 

The Veteran should now show up in the 
list of Veterans assigned to you in the 
Symplicity tool. 
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Register/Build a Veteran Account  

 

STEP 24: 
Left mouse click ‘Veterans’. 
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Register/Build a Veteran Account  

STEP 25: Enter characters of the Veterans name in the search box. The more 
the better to minimize the number of entries coming back from the search. 

STEP 26: 
Left mouse click ‘Apply Search’. 

Email of 

Veterans 

 

STEP 27: 
Left mouse click the Last name of 
the Veteran you just entered. 
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Register/Build a Veteran Account 

STEP 28: 
Left mouse click the ‘Account’ 
sub-tab. 

STEP 29: 
Left mouse click the ‘Use 
Appointments’ check box. 
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Register/Build a Veteran Account 

STEP 30: 
Left mouse click the ‘Submit’ 
button. 
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Register/Build a Veteran Account 

STEP 31: 
Left mouse click the 
‘Logout’ button. 
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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.  This is a ONE TIME TASK for this pilot. 
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Setting up your Counselor Account 

 

STEP 1:  
Left mouse click ‘Counseling’. 
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Building your Appointment Availability Schedule 

STEP 2:  
Left mouse click ‘Counseling Availability’ 
tab to build your schedule of availability 
on a day by day basis. 

STEP 3:  
Left mouse click ‘+ Add New’ to build a 
schedule identifying day to day windows of 
availability that a Veteran can request as 
START TIME’s for a counseling session. 
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Assigning Label and dates for first week’s schedule 

 

STEP 4:  
Enter a unique name for your schedule. 

STEP 5:  
Select your name from the 
list of counselor names. 

STEP 6:  
Select the upcoming Sunday. 

STEP 7:  
Select the Saturday following your 
selection in Step 6 above (1 week). 
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Setup allowable appointment lengths and ‘on the hour’ start times 

 

 

STEP 8:  
Select appointment lengths of 30 and 60 minutes 
ONLY. (Requires two actions to select both). 

STEP 9:  
Select appointment start times of 00 and 30 
ONLY. (Requires two actions to select both). 
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Skip over selection of types (you receive all by default) 

 

 

NOTE: 
Do NOT select any counseling type(s), 
all types will be available by default. 
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Establish Available Appointment START times for each day of week 

 

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. 

IMPORTANT !!! 
Remember, if you wish to end your day 
at say 4:30, your last appointment 
available time needs to be 3:30. 
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Verify First Week’s Schedule has been built 

 

STEP 12:  
Left mouse click on the label of the weekly 
schedule you just built and saved (In this case, 
George Week of March 26). 
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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 

 

STEP 1:  
Begin typing in the name of the label of 
your previously saved schedule.    
Left mouse click on the desired selection.  

STEP 2:  
Left mouse click on the 
‘Copy Schedule’ button. 
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Building Schedules for Additional Weeks 

STEP 3:   
Edit the Start date and End Date to 
identify a new week.  

NOTE:   
The ‘Appointment Length’, 
‘Meeting Start Options’, and 
‘Type(s)’ remain as is. Do 
NOT adjust these items.    
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Building Schedules for Additional Weeks 

STEP 4:   
Move back up to the top of the 
page, Enter a new unique name 
into the ‘Availability Label’.  
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Building Schedules for Additional Weeks 

 

STEP 5:  
The Selected times will be as you had set 
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:  
Left mouse click the ‘Save’ button.  

IMPORTANT !!! 
Remember, if you wish to end your day 
at say 4:30, your last appointment 
available time needs to be 3:30. 
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Building Schedules for Additional Weeks 

Step 7:  
Repeat Steps 1-6 to build a new weekly 
schedule for each week of the pilot.  

Step 8:  
After the last week’s schedule has been built, 
Left mouse click on the ‘Cancel’ button to 
return back to the ‘Counseling Availability’ tab. 
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Setup’s Complete, You are Ready to Receive Appointments 

 

Step 9:  
Verify all of your weekly schedules 
appear. You are now ready to receive 
counseling appointments. 
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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 

Step 2: 
Left mouse click the ‘Edit’ button. 
Do NOT select the ‘View’ button.  
 

 

Step 1: 
Left mouse click the 
‘Pending Appointments’ tab.  
 

 

Note: 
For each appointment request made by a 
Veteran you should receive an email titled 
‘Appointment Request Received’ with content 
similar to the following: 
 
Tuesday, June 05, 2012, 09:15 pm 

 

You have received a request for a counseling 

appointment from the VetSuccess.gov online scheduling 

tool. 

 

Time: 10:00 am on June 7, 2012 

 

Veteran: Joe Sample 

 

Appointment Type: Entitlement Determination 

 

Please go to:  https://va-csm.symplicity.com/manager/  

 

to accept or decline the appointment. 

 

https://owa.raygroupintl.com/owa/redir.aspx?C=IP3SUQnV5kOuiXgLh3cIsqVfwIf5Fs8ImtBYR2rq48TnO7LYByYNeEyjpMw9GOtOY_HLlxW_x1Q.&URL=https%3a%2f%2fva-csm.symplicity.com%2fmanager%2f
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Accepting Pending Appointments made by Veterans 

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 
Veteran’s Online Scheduling calendar. 
 

 

Veteran email 
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Accepting Appointments made by Veterans 
Step 4: 
Left mouse click the 
‘Approve Appointment’ 
button.  
 

 Note: 
After clicking on the ‘Approve Appointment’ button an email will 
be sent to the Veteran titled ‘Appointment Request Approved’ 
with content similar to the following: 
 
Tuesday, June 05, 2012, 09:22 pm 
 
Dear Joe, 
Your request for a counseling appointment with Jane Counselor 
at 10:00 am on June 7, 2012 has been approved. 
 
If you have any questions or concerns, please call the Regional 
Office. 
 
Our staff will be happy to assist you ! 
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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 

 

Step 1: 
Left mouse click the 
‘Edit’ button.  
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Cancelling Pending Appointments made by Veterans 

 

Step 3: 
Left mouse click the ‘OK’ 
button for the dialog box 
that pops up.  
 

 

Note: 
After clicking on the ‘OK’ button an email will be 
sent to the Veteran titled ‘Appointment Request 
Declined’ with content similar to the following: 
 
Tuesday, June 05, 2012, 09:25 pm 
 
Dear Lou, 
We regret to inform you that your appointment 
request to meet with Jane Counselor at 10:00 am 
on June 7, 2012 cannot be accommodated at this 
time. 
 
Please select a new time or call the Regional 
Office. 
 
Our staff will be happy to assist you. 
 
We look forward to working with you ! 

 

Step 2: 
Left mouse click the 
‘Reject Appointment’ 
button.  
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Cancelling Pending Appointments made by Veterans 

 

Step 4: 
Left mouse click the 
‘Cancel’ button to return to 
the Counseling main menu.  
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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 

If a Veteran cancels an appointment 
they had scheduled with you, then you 
will receive an email notification from 
va-csm@symplicity.com with subject 
titled ‘Appointment Cancelled’. 
 

 

mailto:va-csm@symplicity.com
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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 

Step 1:  
Left mouse click on the ‘All Students’ 
tab and you should see a list of all of 
your Veterans that have been signed 
up to participate in this pilot. 

Step 2:  
You can Left mouse click on ‘Last’ 
or ‘First’ to sort by whichever of 
the two fields you prefer. 
Additional Left mouse clicks in the 
same field will alternate the 
sorting order between Ascending 
and Descending. 
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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 

Step 1: 
Left mouse click on ‘Appointments’ to view your 
list of approved appointments with participating 
Veterans seen here as a running list. 
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Viewing Approved Appointments with Veterans from Calendar Page 

Step 1: 
Your list of approved appointments can also 
be viewed by a Left mouse click on ‘Calendar’ 
in the left column, then Left mouse click on 
‘Day View’ or ‘Week View’ tab. 
 

 

Step 2: 
Left mouse click on the arrows below to 
find the date(s) you are interested in. 
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Viewing Pending Appointments with Veterans 

Step 1: 
Left mouse click the ‘Pending Appointments’ tab to see the list of 
appointments submitted from participating Veterans waiting your 
approval/disapproval below. It is IMPORTANT that you check this daily as 
this is your only notification of a request for an appointment. This tool sends 
no email to you for a counseling session request initiated by a Veteran. 
 

 

Note: 
If a pending appointment is not accepted or rejected 
before the date and time of the appointment, then 
the appointment rolls over to the ‘Archived 
Appointments’ list. See the next slide. 
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Viewing Archived Appointments with Veterans 

 
 

Step 1: 
Left mouse click the ‘Archived Appointments’ tab 
to see the list of appointments that have been 
cancelled or for which the date/time has passed.  
 

 


