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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

o 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.

e Callthe meeting [name of remote site]”

e Setthe date and time for the claims meeting

e The duration will be limited to 40 minutes on a free account

e Fortheinvitee, put the site email address

e Scrolldown and select “On” for video and audio, and select “Computer audio”
e [ eave the rest of the settings alone

e Scroll to the bottom of the page and click “Save”

Schedule Meeting

Topic Pinon 1Claims
When 03/02/2026 13:00
40 T
Time 2 (GMT-7.00) Arizona
Recurring meeting
Invites

Meeting ID © Generate Automatically Personal Meeting ID 520 555 4431
Whitebx [2 Add Whiteboard

D [ Add D

Si F * 428904

Waiting Room

© Follow Zoom web portal setting

Select who should go into the walting room for this meeting

Require authentication 1o join

Al Companion Al Companion
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When your scheduled time arrives, you can start the meeting.

e [fyou 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”

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

12:E

o Whenyou start the claim, the Veteran has the ability to scan and email his’/her DD-214 to
you. | 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:

e (Openthe document on your desktop
e Click on “Share” at the bottom of the Zoom screen

e R e Y A @

Participants Chat React Share H st tools More

e From the next screen, select the item you want to share

T Select b window of an Applcation that you want 10 share

Presenter layout

Entire screen

Application windows

—
— Share options
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e 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:

e The site manager will have the Veteran/claimant sign a blank sheet of white paper.

e The site manager will scan and email the signature to you.

e 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).

e 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).

e 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.

= Mew Q) ¥ VAFom21-2 X |+ Create ® L #O - o X
€ Try POF Spaces Alltools  Edit  Convert  E-Sign o Find text, tools, orhelp Q. §8 D D @ f @ Ask Al Assistant
earlier of the following events: (1) I file a wnitten revocation with VA; or (2) I appoint another representative, or (3) I have been determined "
All tools x unable to manage my financial affairs and the individual or organization named m Item 16A 15 not my appointed fiduciary Bl
u L the claimant named in Items 1 or 10, hereby appoint the service organization named in Item 15 as my representative to prepare, present and
G Genen = s " Q@
Generate presentation a prosecute my claim(s) for any and all benefits from the Department of Veterans Affairs (VA) based on the service of the veteran named in Item 1. T
L authorize VA to release any and all of my records, to include disclosure of my Federal tax information (other than as provided i Items 19 and 20), to
% AlAssistant my appounted service organization. I understand that my appomnted representative will not charge any fee or compensation for service rendered [
2, pursuant to this appointment. T understand that the service organization I have appointed as my representative may revoke this appointment at any
= time, subject to 38 CFR 20.6. Additionally, in some cases a veteran's income is developed because a match with the Internal Revenue Service [}
B Generstive summary I} necessitated income verif In such cases, the assignment of the service organization as the veteran's representative is valid for only five years
. from the date the claimani this form for purposes restricted to the verification match. Signed and accepted subject to the foregoing conditions
€5 Create a PDF Space o
A SECTION V: SIGNATURES
€% Generate podcast [T NOTE: THIS POWER OF ATTORNEY DOES NOT REQUIRE EXECUTION BEFORE A NOTARY PUBLIC

= Menu ¢y Y¥ VAForm2i-22 X |+ Create
€5 Try PDF Spaces Alltools  Edit  Convert  E-Sign
E-Sign X

GET E-SIGNATURES FAST

;"% Request e-signatures

Send this document to anyone to e-
sign online in 3 easy steps

More e-sign options

>0 0K

FILL AND SIGN YOURSELF

Add signature

Add initials

After signing, you can create a read-only
certified copy with an audit trail.

Save a certlfled copy

Find text, tools, or h

PIUSTULIC 1y Ciaiiigs) LUl aily i ai USHEIS (UL WS Ol MIctt Ul v SISt ais ALais | VA Uascu U
authorize VA to release any and all of my records, to include disclosure of my Federal tax informatiog
my appointed service organization. I understand that my appomted representative will not charge any
pursuant to this appomtment. I understand that the service orgamization I have appointed as my repres
time, subject to 38 CFR 20.6. Additionally, in some cases a veteran's income is developed because a

necessitated income verification. In such cases, the assignment of the service organization as the vetel
from the date the claimant signs this form for purposes restricted to the verification match. Signed ang

SECTION V: SIGNATURES

NOTE: THIS POWER OF ATTORNEY DOES NOT REQUIRE EXECUTION H

22A. SIGNATURE OF VETERAN OR CLAIMANT (Required)

23A. SIGNATURE OF VETERANS SERVICE ORGANIZATION REPRESENTATIVE NAMED IN ITEM 16A (Required

NOTE: As long as this appointment is in effect, the organization named herein will be recognized as
presentation and prosecution of your claim before the Department of Veterans Affairs in connection W

COPY OF VA FORM 21-22 SENT TO: DATE SENT ACKNOWLEDGED (Dar:

(MM/DD/YYYY) (MM/DD/YYYT)

VAUSE | [ vRag FILE [ | EDUFILE ’ /
ONLY
[JGFLE [ ] INSURANCE FILE

PENALTY: The law provides severe penalties which include fine or imprisonment, or both. for the W
fact, knowing it to be false or for the fraudulent acceptance of any payment to which you are not entit]



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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e When the white box comes up, click on “image” at the top of the white box.

e Upload the signature image from the desktop (or where you saved it).

e
§
3

Save signature

e 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.

e Open your Outlook email program.
e Click onthe email that the service officer used to send you the Zoom link before the
videoconference started.

e Clickon NEW
@& Outlook (Q Search
=) — File Home View Help
- [ER YT  11] Delete v+ T Archive D Report v+ Bg Moveto ¥ €~ Reply & Replyall —
=

e Attach the completed forms or scanned documents to the email by single-clicking on the
paper clip symbol.
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== Q Search

ML D"-0CCB

Q Search

Help Message |Insert

Focused Other
AL UAVA WeDsite message
Hello, | received this message throu...

W john webmaster

DAV 24 CSO list for traini...

‘ 2 L

2~ &~ ¢

&l
2=

From: adjutant@az-dav.org

Add a subject

e Select your files from the desktop by single-clicking on the folder icon at the bottom of the

screen.

== Q Search

DL -.0C¢CB

ol

e |nthe left-hand menu, select DESKTOP with a single click.

2l Desktop

< B
@ New

> 02 - Trust Grant
> Apps

> Attachments

» BLOG Files

> CVN 70 2001-2002 Deplo

[

[

[

> @M Desktop

> =] Documents

e Inthe window on the right, double-click on each file that you want to send to the Service

Officer.
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ﬁ CMS Login @] 1/5/2026 09:28
: i @¥| Carl Forkner - Member Circle - edited.docx & 12/26/2025 07:28
Downloads
B 5 |©] Las Veg#s video - Founders.mp4 &) 1172072025 08:24
— Documents
; . |8] Las Vegas intro videg - Health.mp4 &) 11/20/2025 08:15
ictures
B i [£ eCivis_Application sKon Process.pdf <5 11/3/2025 15:30
J - [J: T F- Fimpy e s 11 Aome A ANMOMNIC NOAE

o Whenthefiles are all attached to the email, single-click on SEND.

_ Mesa

v Options ® Tomo

M From: adjutant@az-dav.org
To | ‘

Add a subject

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

o 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.

e Double-click on the recycle bin.

e When the list of files comes up, single-click on the top file.

e 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.

e Hitthe 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.”



