SQUARES: Internal VA Staff Account Request/Access Guide

This guide is for VA staff seeking to access SQUARES. External organizations should refer to
va.gov/homeless/squares for instructions. Because SQUARES was designed primarily for community
organizations, the account request and log-in processes for internal VA staff are a little bit less direct
than for external staff, but you are still able to access all the same functionality.

I. Requesting Your Account

The process for requesting SOUARES access is different depending on whether you already have a VA
Salesforce account.

a. I’m not sure if I have a Salesforce account.

To determine if you have an account, access the VA network (at a VA facility or on VPN) and
navigate to va.my.salesforce.com. If you do have an account, you will see a home screen for the
Salesforce application VA Help Desk, which displays the Salesforce logo, App Launcher, various tabs
and icons, and the Global Search bar.
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If do not have an account, you will not see a Salesforce application but, instead, a warning that reads,
“You do not have a valid login. Please ‘click here’ for assistance.”
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You do not have a valid login

Please _click here for assistance.

b. I already have a Salesforce account.

Navigate to https://vacommunity.force.com/helpdesk and fill out the Case Information section of the
New User Request form as below, substituting in your name, email, and phone. This example
Description reads, “Hi, my name is Joe Test and I would like to be set up as a SQUARES standard
user. My VA email is test@va.gov.”



https://vacommunity.force.com/helpdesk

Issue Details

Priority I Medium ¥ &
DTC Application I SQUARES CE e
Issue Topic I App Support Request b 0

Description  I'Hj my name is Joe Test and | Subject |SQUARES Access
would like to be set up as a
SQUARES standard user.

My VA email is test@va.gov

Issue Related to:
--None-- v 0

Error Page URL Preferred Callback I 111-111-1111
Number

Preferred Contact test@va.gov
Email I @va.g

You will be contacted via your VA email address unless you
provide an alternate above.

Case Attachments

| Choose File | No file chosen

Select the green Submit button at the bottom of the form to route your application to the Homeless
Program Office (HPO) SQUARES Super User, who will evaluate your request.

c. I do not yet have a Salesforce account.

Navigate to the New User Request form at
https://vacommunity.secure.force.com/helpdesk/VA Help Desk New User 405.

In the Access Information panel of the New User form, select the New User checkbox, SQUARES
from the Application Requested drop-down menu, and write a message similar to the following: “Hi,
my name is Jane Test and I would like to be set up as a SQUARES Standard User.

My VA email is jane.test@va.gov.”


https://vacommunity.secure.force.com/helpdesk/VA_Help_Desk_New_User_405

Request Details

Access Information

New User? CY';

Application Requested || SOUARES v o

D ibe Level of . . .

Aﬁi;;'s Ne:;:do Hi, my name is Jane Test and | would like to be setupasa o

SQUARES Standard User.

My VA email is jane.fest@va.gov

In the New User Request Details panel, enter your name and email. You can leave the Federation ID
and LAN ID fields blank.

New User Request Details

First N
irst Name | Jane (i ]
Last N
ast Name | Test (i ]
Email Address (VA .
Email) ( | jane.test@va.gov o
Federation ID (i ]
LANID (i ]
Note: Click here for instructions on where to find the Federation and LAN IDs
(recommend opening in a new tab).
Requires color-blind (] o

Palette on Charts?

The last panel, Required Training, asks if you are up to date on three standard VA trainings: Cyber
Training, Privacy Training and Rules of Behavior Training. You must indicate you are up to date on
these trainings to access VA Salesforce.

Required Training

Cyber Training? [« o Cyber Training

Privacy Training? @ @ Prvacy Training

Rules of Behavior ¥ @ Rules of Behavior Training
Training? -

Submit Request

Select the green Submit Request button at the bottom of the form to route your application to the HPO
SQUARES Super User, who will evaluate your request.



II. Accessing Your Account

Follow these steps each time you want to use SOUARES:

1. Access the VA network, and navigate to va.my.salesforce.com.

2. Select the nine-dot App Launcher icon in the upper left corner.

Al v . Search Salesforce

Contacts Dashboards ~  Chatter VA User Account Requests

Reports

Home  Accounts

Nothing due today. Be a go-getter, and check back soon.

3. Select SQUARES from the list of applications.

App Launcher

Q,_ Search apps or items...

I} E

This app is for help desk team
members.

VA Salesforce Community used by
various offices

Mass update and mass edit
selected records from list vie... gy

[ ¥ Agile Accelerator ‘__
- An agile project management app SQUARES
= ouilt and used by Salesforce S —
~ All Items

~ All Apps
& MyVA VA Standard Lightning &> Trallhead Tracker
—  Allthe apps that fall under the MM This app has the main standard —  VAEnterprise Dashboard IR The fast, fun, easy way to learn
- MyVA Umbrella. abjects - Salesforce.
VA Help Desk App Lightning VA Salesforce Mass Update And Mass Edit & ExAM Lightning

Better Data, Better Cloud

SQUARES should open in a new tab. If the new page does not load, check your pop-up blocker; your
browser may have prevented SQUARES from opening.
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Select the “Pop-up blocked” message and select the blocked URL:



Refer to va.gov/homeless/squares for training materials on how to use SQUARES.

III. Troubleshooting

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.



https://help.salesforce.com/articleView?id=000268881&language=en_US&type=1
https://va.gov/homeless/squares



