. Department of Veterans Affairs

Using BTSSS to File for Travel Reimbursement
(VA Appointment)

Step 1
Type Access.va.gov into your

web browser address barand
Click: “ am a Veteran”

Step 2

Click: “Veteran Travel Claim
Entry”

Veteran Travel
Claim Entry |

Step 3

Click: “Access VA”

LLS, Department
of Veterans Affairs

AcemsaVA Home | Aboul AccesVA | Contact Us

Welcome to AccessVA. A solution for accessing VA's onling services
Click your categary to see avallable applications you can sign in with

| am a Veteran

| am a VA Employee or Authorized Contractor

Welcome to AccessVA. A solution for accessing VA's online services.

Click your category to see avallable applications you can sign in with

-4 Direct Upload

S CREENING

e g " —
iy M;“T{ 10N A~ fiirt S QuickSubmit ROES
PRDGRA‘;{ ’;;; heallhe‘vet ' l& e "1y Ly b ) Larvice (“ Nt O [y by urem

sTIPENRIVETS

‘Veteran Travel
Claim Entry

Veteran Patient
Statement

Beneficiary Tavel Solf Tervice Syster

Welcome to BTSSS!

Veterans Portal

Announcements

wlive 0o of Jume 8, 3023,

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.




us.ommmasreennsisrs | UJsing BTSSS to File for Travel

Reimbursement (VA Appointment)

Step 4 ’ w5 | IS, Department
\ 5 of Veterans Affairs
- - - - camaVA AsvrnVA | Contant Us
Click: “Sign in with My e
HealtheVet” Claim Entry
Choose 3 scure VA Pariner 1o 1ign into Vetersn Travel Claim Entry
Don't have one? Register for a Sign.dn Partner or Leam More
; - sign in with
e My Healthevet ey

Sign i ween

)
Diecincov b oV

Secure Login Redirect Box will pop
up.

(Any VA Partner can be used, but the My
HealtheVet option works the best)

Step 5 5 US. Department

of Veterans Affairs

Click: “Accept”

Step 6

Enter your User ID and Password. Sign i to Manage Your Hesith Care
Click: “Sign In” SignIn

m e

Egreat Usec 10T

VA ! #Js healthovet

My HaalthaVet Password

ﬁm

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.




e | Using BTSSS to File for Travel

Reimbursement (VA Appointment)

Step 7
Welcome to BTSSS!

When you get this screen, you are
in the Beneficiary Travel Self- Veterans Fortal

Service Veteran's Portal

Announcements

Click: “Proceed to My Dashboard” -

Proceed to My Dashboard Tk ‘

Step 8 A ) US. Department Beneficiary Travel Selt Service System

wnty/ of Veteruns Affairs

Appointiments Duductible Hedp Center

On your Dashboard, Scroll down to
“Appointments” to find the Dashboard
appointment you want to file a e S

claim for and Click: “Create”

[Priat, Claims

*Your dashboard will only show T PR TS N TR e e
appointments within the last 30 days. S e W e TP NI i TP e TP o TR

Appointments

appointment Name appointment Date(Time 4 | Appointment Status | Assoc mW‘lyn-m.

*Claims must be filed within 30 days of
appointment.

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.



Using BTSSS to File for Travel

Reimbursement (VA Appointment)

Step 9 Initiate a Claim

Choose your address and Click:
“Continue”

Step 10
Add Expenses
On the Claim Details page, scroll BEICERR e ety
down to “Add Expenses” and click Select Expense Wages s

the down arrow.

Add Selected Expense

sz

Choose an expense. For driving
use "Mileage Expense”.

Then Click: “Add Selected Expense”

Add Selected Expense

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.



e | Using BTSSS to File for Travel

Reimbursement (VA Appointment)

Step 11 -
On the Add Mileage Expense : Y

page, leave the highlighted ok N

route selected and scroll and 3 dJ

St ::SGVE” at the bottom of the Waukesha ) Mileage / Reimbursement
page. ;

Step 12

Claim Details

This will bring you back to the
Claim Details page.

P

Scroll down and check “I agree to
the terms in the above
paragraphs” and Click "Submit"

Submit
\ 1 agree te tha terms in the sbove paragraph.(*Beguired,

*If you do not click "Submit", your claim will =
show as "Incomplete"” on your Dashboard ‘0 BTN h

Add Expenses

Step 13 Veterans Portal

My Dashooary

Click on your name and “sign out” My Dashboard

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.

VHE 2009 RED BTSSS Travel Reimbursement VA Appointment 6-2023



U.S. Department of Veterans Affairs

Using BTSSS to File for Travel Reimbursement

(Community Care Appointment)

Step 1

Type Access.va.gov into your
web browser address bar and
Click: “f am a Veteran”

Step 2

Click: “Veteran Travel Claim
Entry”

Veteran Travel Veteran Travel
Claim Entry Claim Entry

Step 3
Click: “Access VA”

LLS. Department
of Veterans Affairs

Welcome to AccessVA. A solution lor accessing VA's onling services

Click your eategary to see avallable applications you can sign in with

| am a VA Employee or Authorized Contractor

» ) &

AcrssaVA Hame | About AccesiVA | Contadt Us

Welcome to AccessVA. A solution for accessing VA's online services.

Click your category 1o see avallible applications you can sign in with

_

-

% Direct Upload

[‘?‘\E:REENING

M e R (w
LJW P‘Ro“;;‘mf;‘: /Z;Malthfvel ! l oot i i) oty e (“-..—m.m.-.u-—

sTipeNDEYETS

{

VIP = "5 VIC)

Bermticiary Tavel Sl Sarvice System

Welcome to BTSSS!

Veterans Portal

Announcements

o ol S 9, 351

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.



| Using BTSSS to File for Travel Reimbursement

(Community Care Appointment)

Ste 4 v | US. Department
p of Veterans Affairs
- ¥/ - - - AcariVA Hurue | At Assoma WA | Corvtant Us
Click: “Sign in with My
1/
HealtheVet Sl Euky
Chaose a secure VA Parter to sign into Velersn Travel Claim Entry:
Don't have one? Register for a Sign.n Partner or Lear More
P g Y Sign in with & Sy o
health vet My HealtheVet . 8 Leger VAP Card

Sign ba wirn ; Sigm i e

i
DigeiNeoY LOGN GOV = Wy Hesanaver

Secure Login Redirect Box will pop
up.

(Any VA Partner can be used, but the My
HealtheVet option works the best)

Step 5 R 4 US. Department

of Veterans Affairs

Click: “Accept”

i} g -
! /; Mairs
C
m S AR
i

.-; An oRonl wataite of e United Strtes Joverament Seoed A (g snge
Step 6 VA| 75l
Enter your User ID and Password. SignintoManage Your Health Care
Click: “Sign In” Sign In

Forget User 107

My HealtheVel Passworn!

Eorzot Paswerd! Show

ﬁm

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.



waowensnss | Using BTSSS to File for Travel Reimbursement

(Community Care Appointment)

VYeterans Portal

Step’7 Welcome to BTSSS!

When you get this screen, you are
in the Beneficiary Travel Self-
Service Veteran's Portal

Veterans Portal

Announcements

Click: “Proceed to My Dashboard”

Proceed to My Dashboard [T

Bencficiary Travel Self Service System
Step 8
On your "Dashboard" Click :
. Claims
"Claims: and then “Create
. _ Crewte New Clairm
New Claim” oo b '
+ Create New Claim = i
Claim Name Claim Nomber Claim Clabm Last Appointment Details Facility Name 1
Status Updated &
Step 9 Choose an Appointment
Your Community Ca re Descriptive Name Dateand Time # | Appointment Facility City State | Actions
Appointments will not show. i . Showapiai= i e Wiy :
Click: “create a new one” at il P _can W oL Wb NN . U N ST o
the bottom of the Choose an
APPOintment page. What do | do if my appointment isn't on this page?
First, try reloading your appointments. If you still don't see your
appointment, (reate a new one.
© Need Help?

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.



mmmnenns | Using BTSSS to File for Travel Reimbursement

(Community Care Appointment)

Step 10 Add an Appointment

Facility Name (*Required

Use the drop down arrow to
expand the Facility list and select
the facility attended. vihat do| do f my facilty st stes?  ~

Clement J. Zablocki Veterans Administration Medical Center - Milvaukee v

VWhere was this appoiniment”?

*f the facility is not listed, contact your
local Beneficiary Travel Office

Date ("Required)

Enter: Month Day Year
date and time of your appoinment S ool
Time AMPIA

Appointment Name (*Required

Give your appointment a descriptive name

appointment name. m——— —>

Appointment Type {*Required

Select the appointment type. - o =
Did you complete this appointment? (*Required
oMo
Step 11 Initiate a Claim

Choose your address and Click:
“Continue”

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.



Using BTSSS to File for Travel Reimbursement

(Community Care Appointment)

Step 12

On the Claim Details page, scroll
down to “Add Expenses” and click
the drop down arrow.

Choose an expense. (for driving
use "Mileage Expense")

Then Click: “Add Selected Expense”

Step 13

On the Mileage Expenses
page, leave the highlighted
route selected and scroll down.

Click: “Save” at the bottom of
the page.

*Note

If there are other expenses you wish to
claim, you will need to repeat step 13 and
fill out the Expense page that opens for each
one. You must attach itemized receipts for
each additional expense.

Add Expenses

Select an expense type

Select Expense "h

{ Add Selected Expense

! |
Nauwatosa ! Mileage / Reimbursement

33

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.




Using BTSSS to File for Travel Reimbursement

(Community Care Appointment)

Step 14

On the Claim Details page, scroll
down and Click: “Add

Attachments” [w] h

Attachments

Home Review Profile My Dashboard  Add an Attachment

Step 15
Click the "Upload File" button. Add an Attachment

Locate and attach your file, then
Click: “Save”

View Appointment Details v

Add an Attachment (*Required)

Upload an image, Word document, or PDF.

g ==

*You are required to provide a signed appointment confirmation on non-VA care
provider’s letterhead. The letterhead must include:

« Name of provider - Veteran's name and last 4 of Social
- Address where care was provided Security Number (SSN)
. Date(s) of appointment - Signed by staff member at the non-

- Type of appointment VA facility (clerk, nurse, or provider)

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone
at615-225-2849 or by sending a secure message through My HealtheVet.



Using BTSSS to File for Travel Reimbursement

(Community Care Appointment)

Step 1 6 Claim Details

This will bring you back to the
Claim Details page.

Scroll down and check “I agree to
the terms in the above
paragraphs” and Click "Submit"

Add Expenses

*If you do not click "Submit", your claim will ot = S
show as "Incomplete” on your Dashboard b

Step 17 B 5

Click on your name and “sign out” My Dashboard

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.

VHE 2009 BLUE BTSSS Travel Reimbursement Community Care Appointment 6-2023



mnnannss | Using BTSSS to File for Travel Reimbursement

(Appointment is not showing)

Benoficiary Travel Sell Service System

Step 1

On your "Dashboard" Click
"Claims: and then “Create

- + Create New Claim
New Claim” e o

+ Create New Claim
Claim Name Claim Number Claim Claim Last | Appointment Details I Facility Name

Status Updated 4

Step 2 Choose an Appointment

Afihe bottom ofithe Chnoseran T o o el el
Appointment page Click: “try wesclcerne
reloading your appointments”

What do | do if my appointment isn’t on this page?

qﬁrsl. toy.reloading your appointments. If you still don't see your

appointment, create a new one.
&« Back

© Need Helg?

Step 3 Choose a Facility

. . Appointments may be missing from the Choose an Appointment page for one of two common reasons:
Click “Select” next to the Facility s
Name

r electronic health record. You can reload the appointments

selecting the facility on this page. The Eacility Directory can help you select

you had your missing appolntment is not part of your travel benefits profile. I

ow the right facilities, contact youriocal travel clerk.

Facility Name ¥ ICIly State lnd.ions |

Clement J. Zablocki Veterans Administration Madical Center Milwaukee wit Select

& Back

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.



wsommmnarvaess | UJsing BTSSS to File for Travel Reimbursement

(Appointment is not showing in BTSSS)

Step 4 VA "‘;i‘:.l' }11‘;111:'!?:::"\‘&'.[:::-« Beneficiary Travel Self Service System
At the top of the Choose an
. " Jashboar Claims Appointments Help Center
Appointment page Click o i
“Dashboard”
Choose an Appointment
Descriptive Name - Date and Time ¢ . Appointment Facility City State V Actions
Step 5 VA yl‘i“ :ﬂ:j{:':::{:'ﬂ“::ﬁ Beneficiary Travel Self Service System ROBERT WAREHAM w
If you still do not see your
Dashboard Deductible Help Center
appointment, Click
“Appointments” to see all previous
appointments. Choose an Appointment
Select one of your appointmaents fram the table balow to create a new claim

If you still cannot locate the ‘ | e _ ool
appointment you are looking for, i ol sl L Lt
please call the Beneficiary Travel

Office or use My HealtheVet to send
a Secure Message to:

If you have questions or problems, please visit your local Beneficiary Travel Office or contact them via phone at
615-225-2849 or by sending a secure message through My HealtheVet.





