Direct Submit is a new feature of VetraSpec that gives accredited representatives the ability to submit both forms and other documents directly to the VA using VetraSpec without the need for faxing, mailing, or accessing the VA Intranet. 
Direct Submit key features:
· A VA issued PIV card and/or remote access to VA systems is NOT required to use this tool
· Any documents or forms that are created in or stored in VetraSpec can be submitted using Direct Submit
· Once successfully submitted, VetraSpec automatically logs the proof of submission in the veteran’s record
Prior to using this feature, ensure that the following criteria are met:
· You must be an accredited representative to use Direct Submit.
· Any scanned documents must be properly named when they are saved to your computer.
· If the saved file name has spaces or special characters in the filename, the submission could fail
· File names such as "Marriage License #1, Dated 5-1-2019.pdf" cannot be sent using Direct Submit because it has spaces, the # sign, a comma and dashes in the filename.
· "MarriageLicense1.pdf" is perfectly acceptable.
· PDF files are the only type of files that can be sent using Direct Submit. No other file type is allowed. When scanning a document to your computer be sure that it is saved as a PDF. (This is usually the default setting on most scanners.)
Once you have completed the above criteria, follow the instructions below to use Direct Submit 


VETRASPEC DIRECT SUBMIT INSTRUCTIONS
1. Ensure you have the veteran’s name, social security number and zip code correctly entered in VetraSpec.
2. In the veteran’s record, fill out any forms you want to submit, then have the veteran sign the forms using a digital signature pad. If you do not have a signature pad, you can print the entire form, have the veteran sign it, scan the signed form to your computer, and follow the next step to upload the scanned form into the VetraSpec documents section. Do NOT just send a signed signature page.
3. Upload any necessary documents to the veteran’s file in the documents tab. If the veteran signed forms in VetraSpec using a digital signature pad, you do not need to re-upload these forms. Only forms and documents not signed using a digital signature pad need to be uploaded. 
· Only documents in PDF format are accepted.
· All uploaded documents must be named properly when you scan and save them to your computer. Spaces and special characters are not allowed in the filename. i.e. “Bob Smith, (DD214).pdf” is not acceptable. “BobSmithDD214.pdf” is acceptable.
· PDF’s cannot be password protected. 
4. Click on the Direct Submit tab within your veteran’s record.4


5. Click the forms and/or documents that you want to submit.
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6. Click Direct Submit

7. The next page asks you to confirm the items you are about to send over Direct Submit. If correct, click the Confirm and Direct Submit button. Only click this button once.
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8. Once step 7 is completed you will be shown a success page. From there select the Direct Submit tab so that you can see the status of the submitted documents. You will need to revisit this page to ensure that the submission was successful. To refresh or view this page again, simply select the Direct Submit tab. After using Direct Submit, your screen will show the status of the submission:
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9. Direct Submit does not automatically refresh the status update. There is a Check Status link under Action that you will need to select to view the most up-to-date status of the submission. You may have to refresh your screen after clicking Check Status to see the most current status.
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10. The status messages that you may receive are listed below. NOTE: the status will change as it moves through the Direct Submit VA system. NOTE: it can change from success to ERROR at any time prior to the VBMS status.
	STATUS
	Explanation

	PENDING 
	The package is being transferred electronically. 

	UPLOADED 
	The package has been uploaded, but NOT yet processed or added to Centralized Mail. 

	RECEIVED – Once you receive this status the submission date is preserved.
	Indicates package has been successfully added to Centralized Mail. 

	PROCESSING 

	The package is being processed by VA systems. 

	SUCCESS 

	The package has been received, processed and is being worked by a human at VA. 

	VBMS 

	Package has been uploaded successfully into VBMS. 

	EXPIRED 

	There was a lag on the VA system and the submission was not accepted. Please resubmit. 

	ERROR 
[bookmark: _GoBack]
	DOC101 - System error – email Ann at ann@vetraspec.com 

DOC102 - Bad vet data. Make sure the vet's name, SSN and zip code are in the database. 

DOC103 - Bad PDF. The error will tell you which document isn't readable. 

DOC104 - Rejected by a VA system. The error detail will tell you which one. 

DOC105 - Unknown sender. This can be an issue with VA systems. Wait a little while and resubmit. 

DOC201- Internal VA server error. Try again later. 

DOC202 - Error in a VA system. The error detail will provide more information. 



11. Although VA will recognize the submission and assign the appropriate effective date once the submission is in “Received” status, the submission is not considered successful and will not be processed by VA until the status changes to “VBMS”. Errors can occur at any time prior to the VBMS stage, therefore, submissions must be checked regularly until the status reaches the VBMS stage. 
To easily check the status of pending submissions you can select the Direct Submit Status button on the Home Screen. 
[image: ]11


12. Once you select Direct Submit Status you can select either My Submissions or All Submissions. My Submissions will show you all direct submissions you have personally sent. All Submissions will show you all submissions that have been sent to VA by any VetraSpec user. After that you must select a date range of submissions.
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13. The report will show you the Direct Submit items that have been sent to VA during the time frame you selected. From here you can Check Status of each submission. Once you click Check Status next to a submission, click Refresh All to see the updated status. You can click as many Check Status buttons as you want prior to clicking Refresh All, however to see the updated status of any submission you must select Refresh All. 
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