Servicer POC Enhancement Guide

The following screen shots demonstrate how to use the Servicer POC Update function, which allows VALERI
Servicer Administrators to modify their organization’s Points Of Contact (POCs). With this new feature,
servicers will no longer be required to contact the VALERI help desk to modify (e.g., add, delete or edit) their
POC list.

To add, delete or edit a POC, please follow these steps:

¢ Select the Companies link at top of screen.
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e Select your company name.
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e Select “Add Servicer Point of Contact Information” for your company.
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¢ Enter the requested information in the fields, and click ‘“‘save” (at bottom of screen).
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There are 12 business areas currently available but VA will review for additional categories.
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¢ Below is an example of “entered and saved” information.
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*  Once you click “save,” you will be returned to the main page and your saved contacts will be displayed.
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¢ These three symbols are your options to modify your company’s POCs.
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i3 (1) If you click on the green arrow, it will let you update the POC information.
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(2) If you select the red X, the POC contact information will be deleted.



@

(3) If you hover over the “Info’’ icon, a message box will pop up advising who created the contact
data and the date it was created.
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e If you select the “View Deleted Records” box at the top of the screen, you will have the ability to view all
previously deleted contacts.
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If you hover over the “Info” icon, a message box will appear which indicates who created the contact, who
deleted it, and the dates these actions were completed.
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If you have any questions about how to use this feature, please feel free to contact the VALERI Help Desk
at valerihelpdesk.vbaco @va.gov.
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