SQUARES

VA Users: Request and Access SQUARES Account

This Quick Reference Guide has two parts:

Part 1 —Request New Account for Initial Application

e Option 1 — I Have a Salesforce Account
e Option 2 — I Do Not Have a Salesforce Account

Part 2 —Access Registered SQUARES Account

Part 1: Request New Account for Initial Application

1. Access the VA Network (at a VA facility or on VPN) and enter va.my.salesforce.com in your
browser address bar.

@, fnl - va.mysalesfnrce.mml
TIP: SQUARES processes may not work correctly in Internet Explorer. e OR ,
Please use Google Chrome or Firefox as your browser when using SQUARES. :
TIP: All SQUARES Users are encouraged to complete the SQUARES Training before applying for
access to SQUARES.

TIP: The process for requesting SQUARES access is different for VA and Non-VA Users. VA Users
apply through the VA Network using a VA Salesforce account. All application instructions are
posted on the SQUARES Resources Website.

TIP: Refer to the Tips throughout this document and/or submit a Help Desk Ticket if you need
technical assistance.
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https://va.my.salesforce.com/loginflow/loginFlow.apexp?retURL=%2Fvisualforce%2Fsession%3Furl%3Dhttps%253A%252F%252Fva.lightning.force.com%252Flightning%252Fpage%252Fhome&sparkID=Login_User_acceptance
http://www.va.gov/homeless/squares
https://www.my.va.gov/SquaresPHD/
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2. Agree to Authorized Use Only before entering the site by selecting Next.

{@va.gov Log Out

System Warning !

Authorized Use Only

This U.5. government computer system may be used by authorized WA network users for official business only. WA information resides
on and transmits through computer systems and networks funded by WA, All use is considered to be with an understanding and
acoceptance that there is no reasonable expectation of privacy for any data or fransmissions on Government Intranet or Extranet (non-
public) networks or systems. All transactions, including searches and record views, that occur on this system, and all data transmitted
through this system, are subject to review and action including ({but not limited te) monitoring, recording, retrieving, copying. auditing,
inspecting, investigating. restricting access, blocking, tracking, disclosing to authorized personnel, or any other authorized actions by
all authorized WA and law enforcement personnsal. All use of this system consfitutes understanding and unconditional acceptance of
these terms. Unauthorized attempts or acts to either (1) locate, view, access, upload, change. or delete information on this system. (2)
modify this system. (3} deny access to this system, or (4) obtain any information for unauthorized or personal usa on this system are
strictly prohibited. Such attempts or acts are subject to action that may result in criminal, civil, or administrative penalties. By clicking
tha button labeled "Finish,” you hereby acknowledge that you have read, understood. and agreed to the terms and conditions set forth

in this Authorized Use Cnly Agreement. If you do not agree with the conditions stated, then please exit the system now.

N

3. If the Salesforce blue cloud logo, app launcher grid icon, application tabs, and profile
icon display on your Salesforce home page, you DO have Salesforce account.

— =y
All w Search... \:‘ e 7 ... ‘f:"/.‘

sen ‘.“‘

bt A Home Chatter [:]

4. If you receive a “You do not have a valid login” message, you do not have a Salesforce
account. Proceed to Option 2 in this document for additional instructions.

3 i hitps:/fvacommunity.force.com/
You do not have a valid legin
Please click here for assistance.
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Option 1: I Have a Salesforce Account

1. Navigate to the Open an Issue with the VA Help Desk form via
https://vets.force.com/helpdesk/s/helpdeskform using a Google Chrome or Firefox
browser. VPN or VA site is required to obtain the form.

@] 0] (% [pttps://vets.force.com/he sk/s/helpdeskform A a
- — \
[ VA Bookmarks a Login | Salesforce @@ Login | VIEWSUAT @ Login VIEWS GAO  #® Login VA-INT %C & Login FOMSIT & Login | Training VIE.. E3s

U.S. Department

Home  SubmitaHelpdesk Case  Submit a User Permission Request

Open an Issue with the VA Help Desk
STOP! Do not include any PII/PHI information in the case or attachment (DOB, SSN etc.)!

Use this form to create a VA Help Desk case. We will process requests as quickly as possible in the order that we receive them.

2. Complete the required fields (noted below) of the Open an Issue with the VA Help Desk

Form found in the General Information section:

A. Have you already opened a case for this issue? No, if this is your first request.

Priority: Medium
Issue Topic: App Support Request
Issue Related to: Accounts
Subject: App Support Request: SQUARES
Description: Insert Name, VA Email, Title, Homeless Program Type
(GPD/SSVF/HUD-VASH/HCHV/VJO or Other and VAMC (City/State). It is critical
to include this information so we can process your request.

Ceneral Infasmation 'a
—
Yaa ez

Mmoo

1du Pl a0e2

HL ey maerel 1 Tast ol apammaesese Description ™ )

My names ks Test and | would B to be s=t up as 3 SQUARES Standard User. by VA Emall ks test@va gov. Homebsss Program Type:
SSWF (Beston, Ma]

G. Preferred Contact Number and Preferred Contact Email: Should be your VA email

VA Users: Request and Access SQUARES Account April 2023 3


https://vets.force.com/helpdesk/s/helpdeskform

SQUARES

VA Users: Request and Access SQUARES Account

H. DTC Application: SQUARES
Note: Other fields may remain blank unless they are applicable to your request.

Preferred Contact Number ~
Preferred Contact Email =

Additional contact Information
10000F 1000 characters left
DTC Application” @
B squares Q

Pleass provide additionsl information so thst we may reduce your wait time and better sarva you. ()

FAST EWeb QqQMs PEGA/ Microseft WATRS Other

3. Select Create Case.
TIP: Please only click the button one time to avoid duplicate requests.
TIP: Please allow 24-48 hours for your application to process.

Additional Questions & Attachments

Has the affected user logged in during the last $0 days?

Yes M

Has the affected user receivad an error meszage? |f yes, pleaze copy/paste the error message andfor uplesd 2 soreen shot

Yes M

Fleazs enter any additional information that may help to resolve the issus.

500 of 500 char

Attachment #1 - Please be aware that only one file can be attached per attachment option.

X, UploadFiles

Attachment #2 - Fleazs be sware that only one fils can be attached per sttachment option.

A, Upload Filas

[Lr]

Create Case B

Option 2: I Do Not Have a Salesforce Account
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1. Navigate to the Open a New User Request with the VA Help Desk form via
https://vacommunity.secure.force.com/helpdesk/VA Help Desk New User 405.

VPN or VA site access is required to obtain the fog
@ vacommunity.secure.force.com/helpdesk/VA_Help_Desk_New_User_405 /‘

TMS & SQUARES Automatic

ube EF Maps @ GAOSandbox [ VIEWS Resource Ce & VIEWS CCM Sandbaox

U.S. Department

of Veterans Affairs

Open a New User Request with the VA Help Desk

Use this form to submit a new user request or change and an existing users access. We will process requests as quickly as possible in the order that we receive them.

2. Complete the fields of the Access Information section:
A. Select the New User? checkbox.
B. Select SQUARES from the Application Requested menu.
C. Enter your request in the Describe Level of Access Needed field. Insert First and
Last Names, VA Email, Title, Homeless Program Type (GPD/SSVF/HUD-
VASH/HCHV/VJO or Other, and VAMC [City/State]). It is critical to include this
information so we can process your request.

N

Access Information r

e UheT o D
For sccess o Recratment Tracker, do NOT use this form. Flease CLIC ?‘Qﬁwul Fle 21 ]
Application [ = <
| Raquestes || SSUARES ~

‘ Debcrmm Ll i ke o be sedup s 2 SOULSEES g

a
........
Westes | Slanciasdise My name is Test and | would like to be set -
up as a SQUARES Standard User. My VA

Email is test@va.gov. Homeless Program
Type: SSVF (Boston, MA]
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3. Complete ONLY the three required fields of the New User Request Details section.
Insert First Name, Last Name, and VA Email Address.

New User Request Details

First Name Jane o

Last Nama Test 0

S Add[EEEEngin jane test@va.goy o
Federation ID B
LANID o

Mote: Click here for instructions on where to find the Federation and LAN IDs {recommend opening in a
new tab).

Requires color-blind
Palette on Charts? = B

4. Confirm you have completed VA’s trainings by selecting the three checkboxes in the
Required Training section.

5. Select Submit Request.
TIP: Please only click the button one time to avoid duplicate requests.
TIP: Please allow 24-48 hours for your application to process.

Required Training °

Cyhber Training? 0 Cyber Training

Privacy Training? ﬁ Privacy Training

e ﬁ Rules of Behavior Training

Submit Request

Rules of Behavior  pg
Training? g
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Part 2: Access Registere(i SQUARES Account

1. Access the VA network and enter va.my.salesforce.com in your browser address bar
using a Chrome or Firefox browser.
TIP: Please do not bookmark the site.
2. TIP: Enter the web address noted above to access SQUARES each time after you have a
registered account.
Select the nine-dot App Launcher menu in the upper left corner.
3. Select the SQUARES module from the menu.

i e

SCILIARES |

w Al lbeme

TIP: Login at least once a month to retain access. Submit a Help Desk Ticket if you need
technical assistance.

TIP: Submit a Help Desk Ticket to notify a SQUARES administrator of your impending
departure from the VA within 72 hours so we can deactivate your account.

TIP: Because of VA’s network settings, Salesforce may fail to load entirely upon
navigating to va.my.salesforce.com. If you experience this loading issue, access
instructions in this Salesforce article about enabling third-party cookies for Salesforce.

VA Users: Request and Access SQUARES Account April 2023 7


https://va.my.salesforce.com/loginflow/loginFlow.apexp?retURL=%2Fvisualforce%2Fsession%3Furl%3Dhttps%253A%252F%252Fva.lightning.force.com%252Flightning%252Fpage%252Fhome&sparkID=Login_User_acceptance
https://www.my.va.gov/SquaresPHD/
https://www.my.va.gov/SquaresPHD/
https://va.my.salesforce.com/loginflow/loginFlow.apexp?retURL=%2Fvisualforce%2Fsession%3Furl%3Dhttps%253A%252F%252Fva.lightning.force.com%252Flightning%252Fpage%252Fhome&sparkID=Login_User_acceptance
https://help.salesforce.com/articleView?id=000268881&language=en_US&type=1
https://help.salesforce.com/articleView?id=000268881&language=en_US&type=1
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