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To create a Zoom meeting, go to zoom.com and set up a free account if you do not already have a 
subscription account 

• NOTE: Free accounts only let you have a 40-minute session. Some claims may need you to 
start a second session. 

Click on the blue “Schedule” icon to schedule the meeting. 

• Call the meeting [name of remote site]” 
• Set the date and time for the claims meeting 
• The duration will be limited to 40 minutes on a free account 
• For the invitee, put the site email address 
• Scroll down and select “On” for video and audio, and select “Computer audio” 
• Leave the rest of the settings alone 
• Scroll to the bottom of the page and click “Save” 
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When your scheduled time arrives, you can start the meeting. 

• If you start it early, you will run out of time—the free account only gives you 40 minutes per 
session. 

If your computer does not have the Zoom app already on it, just “Join from browser” 

• Make sure that your video and audio settings are clear (no red line through them) 

 

• When you start the claim, the Veteran has the ability to scan and email his/her DD-214 to 
you. I suggest requesting that at the start—you will need to provide the Veteran with the 
email address that you want the document sent to. 

You should share the claim document as you are filling it out so that the Veteran can see it. To do 
this: 

• Open the document on your desktop 
• Click on “Share” at the bottom of the Zoom screen 

 

• From the next screen, select the item you want to share 
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• The Veteran will be able to see the form on his/her screen as you complete it. 

When you are ready for the Veteran to sign the form: 

• The site manager will have the Veteran/claimant sign a blank sheet of white paper. 
• The site manager will scan and email the signature to you. 
• Crop the signature page to minimize the white area around the signature. Save the signature 

(to your desktop is an easy way to find it). 
• You can then use the “e-sign” function of your PDF program to drop the signature into the 

signature block on the claim form(s). 
• Make sure that you save everything on your computer for uploading later! 

https://acrobat.adobe.com/link/acrobat/add-
comment?x_api_client_id=adobe_com&x_api_client_location=add_comment 

You will do the same thing for each form needed for the claim. 

 

 

 

https://acrobat.adobe.com/link/acrobat/add-comment?x_api_client_id=adobe_com&x_api_client_location=add_comment
https://acrobat.adobe.com/link/acrobat/add-comment?x_api_client_id=adobe_com&x_api_client_location=add_comment
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• When the white box comes up, click on “image” at the top of the white box.  
• Upload the signature image from the desktop (or where you saved it). 

 

• Single-click on APPLY. 

You will save each form as a PDF file to the desktop. You will name each file “Veteran’s last 
name” and the form number (EXAMPLE: Smith-21-0526EZ). 

You will scan each piece of evidence as a PDF file to the desktop. You will name each file 
“Veteran’s last name” and the file type (EXAMPLE: Smith-DD-214). 

You will attach each file to an email that will be sent to an email address that the Service 
Officer provides. 

• Open your Outlook email program. 
• Click on the email that the service officer used to send you the Zoom link before the 

videoconference started. 
• Click on NEW 

 

• Attach the completed forms or scanned documents to the email by single-clicking on the 
paper clip symbol. 
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• Select your files from the desktop by single-clicking on the folder icon at the bottom of the 
screen. 

 

 

• In the left-hand menu, select DESKTOP with a single click. 

 

• In the window on the right, double-click on each file that you want to send to the Service 
Officer. 
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• When the files are all attached to the email, single-click on SEND. 

 

When the Service Officer says that they received your email with all the files, you will then 
delete your files from the desktop.  

• Single-click on each file and then hit the DELETE key on the keyboard. 

Then, delete your files from the “Recycle Bin” to make sure they are off the computer. 

• Double-click on the recycle bin. 
• When the list of files comes up, single-click on the top file. 
• Hold down the SHIFT key on the keyboard and single-click on the bottom file in the list. All 

the files should now be selected. 
• Hit the DELETE key on the keyboard. 

The original files (the ones you signed and scanned) are yours to keep for your records. 

When finished, close the Zoom meeting by clicking the END button in the bottom right corner 
and then click on “Leave meeting.” 

 

 


