Step by Step Instructions for Making Requests to CAP
DoD Computer/Electronic Accommodations Program (CAP)
** Revised 11/28/2012 and supersedes previous guidance** 
CAP provides free assistive technology for Federal employees with disabilities and Workforce Recruitment Program interns.  It does not provide equipment to other interns, volunteers, or Veterans who are VA clients.
· Only the Local Reasonable Accommodation Coordinator (LRAC) or the Alternate LRAC can make a request.  If CAP receives a request from a VA employee, the LRAC must be identified.  CAP will contact the LRAC for all additional information or requirements for the employee’s accommodation.   It is absolutely critical that VA employees and LRACs are responsive to CAP’s requests by providing timely, accurate information to avoid delay or denial of the request.  The preceding guidance is per the memorandum dated May 9, 2012 and supersedes the guidance in VA Handbook 5975.1, at Part 18, page 22.
· LRACs need to ensure that all employees know that requests must be submitted by the LRAC.  Therefore, information should be on the facility web page, bulletin boards, quarterly emails, and other means of communication.
· The request should be made on-line, using CAP’s automated system at http://www.cap.mil/#    CAP will not accept requests via fax.  If LRACs have questions on processing requests, they should first seek assistance from the LRAC at the next level up before engaging CAP.  
· If LRACs need to identify appropriate technology, they can access CAP’s website and use that option under “Request an Accommodation” in the box on the left side.
· If LRACs do not know what equipment to request, they can discuss the employee’s needs with the Job Accommodation Network (www.askjan.org).
· If you know what the employee needs, click on “Start here” in the “Request an Accommodation” box.
· The first question is “Was the injury incurred during Active Duty with the US Military after September 11, 2001?”  If the employee is a disabled Veteran, the LRAC needs to ask the Veteran when the injury occurred, if it is pertinent to his/her accommodation request.
· After answering the first question, click on the “Continue” box.
· The next screen allows you to request what is needed or ask CAP to make a recommendation for the employee.  Select one option.
· If you know what is needed, the next screen asks “For whom are you making this accommodation request?”  Select either Full Time/Part Time Federal Employee or Student/Intern Participating in the Workforce Recruitment Program.  
· Next, in response to “Which Department do you work for?” select Department of Veterans Affairs.  Then select your office or Administration and click on the “Continue” box.
· On the next screen, select one or more functional limitations.  Click on the “Continue” box.
· There will be a short list.  If the employee and LRAC need guidance on the accommodation solution, contact the CAP Technology Evaluation Center (CAPTEC) for a needs assessment via phone, VTC, or on-line.  If you do so, please ensure that the appointment with CAPTEC is kept, and any requests for information are answered promptly.  
· Another option is to contact the Job Accommodation Network at www.askjan.org with your accommodation questions.
· The last option on the CAP list, Support Services, is not available to non-DoD employees.  
· If the equipment/software that you are seeking is not in the short list, use the “Search by Product Name” option.
· If you are requesting an upgrade to your software, include the serial number of your current version of the software.  
· Often, a list of products will come up.  Be careful that you select the right one.  For example, if “Dragon Naturally Speaking” is entered into the search box, the first option is available only to Navy/Marine Corps employees.  
· Once you have selected an item, click on “Add to my solutions.”
· There is a list on the left side that has hyperlinks to additional products.
· Once you have finished selecting products, click on the “Continue” box.
· The next screen serves as a check to ensure that the correct products were selected.
· If an item that is needed was not selected, click on “Add more solutions.”
· If the selection process is finished for this employee’s request, click on “Request my solutions.”
· Here, you will need to describe the employee’s daily job tasks as they relate to the requested accommodation.  For example, if the employee cannot use his hands to type but must write reports and other documents, enter that the duties include typing reports and other documents.
· A second box requests a description of the employee’s functional limitations and how they impact his/her ability to perform the essential functions of the job.  Note that the functional limitations MUST be related to the item(s) requested.  The two boxes on this page comprise the justification for the request.
· Once this description is completed, click on the “Continue” box.  This will take you to the “Contact and Delivery Information” page.
· Enter the name of the employee who requested the accommodation.
· Enter the delivery address.  The first line should be the full name of the facility.  The second line is for the building number (if any) and room number.  The third line is for the street address.  NOTE:  CAP does not accept PO Box addresses.  The delivery address must match the address used for U.S. Postal Service deliveries.
· Under “Supervisor/Point of Contact” section, enter the information for the LRAC or Alternate LRAC.  Add “(LRAC)” so that CAP knows the LRAC/Alternate is making this request, per their guidance.  Click on the “Continue” box.
· This page asks for work information.  Complete it based on the employee’s information.  If the employee has an OWCP claim, the claim number must be entered.  Click on the “Continue” box.
· The last screen allows you to review the accommodation request to ensure that everything entered is accurate; the correct items were requested; and it includes every item needed by the employee.  This page allows you to edit the justification, contact information, and work information.
· At this point, you are ready to submit the request.  If you realize that you do not have enough information for the justification, the correct mailing address, or other necessary information, you can cancel the request.  This allows you to gather the missing information and start fresh. 
Next Steps
[bookmark: _GoBack]If the employee’s request is related to dexterity or cognitive issues, CAP may request medical documentation.   CAP may also contact you and the employee with other questions, such as a request for confirmation of the mailing address.   CAP’s questions should be answered promptly; CAP will decline a request if the response is not provided by the due date indicated.  Please ensure that the employee checks with the LRAC or Alternate before responding to CAP.  Some employees have not been responsive to CAP’s inquiries, which impacts our ability and CAP’s ability to provide the employee with timely accommodations.   Also, some employees have emailed CAP with questions that can be answered by the LRAC.  Accordingly, please first address issues internally, where possible.
If an assessment was requested, it is essential that the employee keep the appointment.  Aside from severe illness, there is no acceptable excuse for missing the assessment appointment.  If an employee refuses to cooperate with this process, you should make the employee aware that CAP may cancel the request. 
For now, VA is expected to fill all requests for Video-Phones because of the variation in infrastructure from one VA facility to the next.  Therefore, if an employee requests a Video-Phone, LRACs should contact their IT staff for assistance in identifying a model that will work with your facility’s infrastructure.  Then purchase it and submit the invoice to ODI for reimbursement from the Centralized Fund.  http://www.diversity.va.gov/programs/pwd.aspx#fund
Items listed on CAP’s website are available for procurement via Blanket Purchase Agreements (BPA).  Items not on this list can be requested, but if they are approved CAP can procure them only through a Purchase Order (PO) process.  As part of the PO requirement, you will have to provide a Product Description of the item requested, as well as a Brand Name Justification (BNJ).  The BNJ must describe what this specific brand of product can do that no similar product can do.  Your BNJ must directly compare the device that you’re requesting against similar brands and models.  Please do not request items like chairs, footstools, etc.  CAP only provides assistive technology.
If you have any additional questions or need further guidance, please contact your National-level LRAC POCs:
VACO Staff Offices (excluding VHA, VBA, NCA, and OI&T employees): L'Tosha.condah@va.gov
Veterans Health Administration: Roberto.rojo@va.gov 
National Cemetery Administration: Perdita.johnson-abercrombie@va.gov
Veterans Benefits Administration:  Gwendolyn.gantt@va.gov

