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Ensure you are in documents 
to search/filter what 
document you are looking 
for.



Instead of searching multiple 
pages for Codesheets, 
Narratives, DD214’s, 
Marriage Certificates, Ect.  
Use this Keyword function.  

Document view 
automatically defaults “all” 
and “hide duplicates”.  



Type in “Code” to filter for 
Codesheet.  You can write 
out codesheet, but I have 
had better results keeping 
the keyword short. 



Step 3: Select My Tasks while 
in veterans profile

The result will filter all of the 
veterans “codesheets in the 
file of multiple pages.  

Each document will be listed 
from by the most recent date 
added to the veterans file



Step 4: Add a task to remind 
you of a future follow-up

Type in “214” to filter for 
DD214.  You can write out 
DD214 but your result will be 
every document that has 
“DD” in the veterans file. 



Ensure to put a follow up 
date you would be reminded 
of and click “Add”.

Step 5: In this case to follow 
up on spouses DIC claim



Step 6: The task has been 
entered and dated for follow-
up for February 15, 2020

When the task is completed 
it will be added to completed 
tasks.

Type in “marriage” or License 
to filter for marriage 
certificate/license.  

I hope this will save valuable time 
searching what documentation you are 
looking for and more time serving our 
veterans.


