SQUARES: Quick Reference Guide
Part 1 for VA Users. Request Your SQUARES Account

Step 1: Request Your Account

The process for requesting SQUARES access is different depending on whether you
already have a VA Salesforce account. However, it is recommended you use the browser
Chrome when accessing SQUARES.

Option 1: Unsure if | have a Salesforce Account

1. Access the VA network (at a VA facility or on VPN) and navigate to
va.my.salesforce.com

A. If the VA Help Desk Application home screen displays, you DO have a
Salesforce account

B. If you receive a “You do not have a valid login. Please ‘click here’ for
assistance.” message, you DO NOT have a Salesforce Account

< o@ va.my.salesforce.com
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Option 2: | have a Salesforce Account
1. Navigate to https://vacommunity.force.com/helpdesk

2. Complete, at minimum, the seven required fields of the Open an Issue with the
VA Help Desk form found in the Case Information section

Priority: Medium

DTC Application: SQUARES

Issue Topic: App Support Request

Enter a Description and Subject that reflects your request

Preferred Callback Number and Preferred Contact Email, which should be
your VA email

3. Select Submit

@ https://vacommunity.force.com/helpdesk

1 & QW

U.S. Department
of Veterans Affairs

Open an Issue with the VA Help Desk

Use this form to create a A Help Desk issue. We will process requests as quickly as possible in the order that we receive them
Please include in your description:

« Acomplete. but concise, explanation of the request or issue

« Relevant details for the request (usemame, location, type of equipment)

» Steps needed to recreate the issue

« Additional contact information

Note: The fields highlighted in red are required

Issue Details e
Priorty | Medium 'o
oDTCApp\mallm\ ISQJARES
v

| App Support Request

Description | [Hi, my name is Joe Test and | would like to be Subject |SOJARES Access }
set up as @8 SQUARES standard user. 1

1

1

i

1

1

1

1

Issue Topic

My VA email is test@va.gov

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

Case Attachments

| Choose File | No file chosen

mcﬁmml file name should be 80 chars or less and Attachment size should be less than 25MB. If the attachment file exceeds the size limit the Help Desk
team member will not receive it. So please upload within the limit.
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Option 3: 1 do not have a Salesforce Account

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
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

3. Complete
ON LY the (D https://vacommunity.secure force.com/helpdesk/VA_Help_Desk_New_User_405 1 %u Q W
th ree reqUIred ( U.S. Department
fields of the \ of Veterans Affairs
New User
Requ_est Open a New User Request with the VA Help Desk
Detalls Uze this form to mit 3 new user request =3t or change 309 3n existing users socess. We will process requests 3s quickly 35 possible in the order that we receive them
section: First T
Name' Last Request Details
Nam.e’ and Access Information 2
Email Address o -
(VA Email) Application Requested | SQUARES vo i}
4. Confirm you b’o 1 e e b | R
have
comp leted VAs New User Request Details
trainings by g Festme | e o 0
. I
selecting the b Lastname = o |
I
th ree i Email Address (VA Email) | jane tesi@va.go (i ] E
. I
checkboxes in e ————— g
the_ R_equwed . -
Tra I n I ng Nele Click b e m s ns on where to find the Federation and LAN IDs (recommend
section i
Paibtte on Charts? i
5. Select Submit
Req uest Required Training
JPpomEEABRLEESLENLNARLESnS"Y
| Cyber Training?
- .
1 nivacy Traiming’
1
! Rules of Behavior
e R
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Step 2: Access Your Account
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

3. Select the SQUARES module tile from the App Launcher menu

Note: If SQUARES does not load, check your browser’s pop-up blocker, which
may have prevented SQUARES from opening.

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

& C ®uw mysalesfur(e.(omo
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;-"\pp Launcher SQUARES o Visit AppExchange

v All Apps o

SQUARES SQUARES Help

v All Items

Tips:

* 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.

* The SQUARES module should open in a new tab. If the new page does not load,
check your browser’s pop-up blocker setting. If you received a “Pop-up blocked”
error alert, select it to expand a menu that has the option to “Always allow pop-
ups and redirects.”

* Please notify your SQUARES Manager of your impending departure within 24
hours.

* All VA SQUARES Users or Managers are encouraged to complete the Online
SQUARES training before applying for access to SQUARES. If you have questions
or comments, contact squaresadmin@va.gov.
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