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Introduction

The Department of Veterans Affairs (VA), Veterans Benefits Administration (VBA) and
Pension and Fiduciary Service (P&F) are pleased to announce the migration from the
Beneficiary Fiduciary Field System (BFFS) to the Veterans Benefits Management Sys-
tem-Fiduciary (VBMS-Fiduciary). VBMS-Fiduciary will boost both your claims pro-
cessing and workload management capabilities.

This user manual has been developed to guide you through many of the activities that
you will be performing daily in VBMS-Fiduciary. A series of job aids and wireframes
are included to take you step-by-step through essential tasks. A Table of Contents,
with hyperlinked entries, will ease your navigation through this document.

The VBMS Migration User Guide will assist you in the transition to VBMS-
Fiduciary and ensure your success with the new system. We feel confident the
migration to VBMS-Fiduciary will provide you with more control and job satisfaction.

If there are questions or issues not addressed here, please contact Pension and
Fiduciary Training Team at PFTNGQUALOVRST.VBACO@va.gov.

We appreciate your flexibility during this migration and wish you continued success in
providing world-class customer service to our Veterans and their beneficiaries.


mailto:PFTNGQUALOVRST.VBACO@va.gov

] VBM S VBMS-Fiduciary
h Accounting Workflow

INSTRUCTIONS FOR LEGAL INSTRUMENTS EXAMINERS (LIEs)

WARNING: This
is not a formal
document and is
for Internal Use
Only.

PURPOSE: To clarify the Accounting Workflow in VBMS.

DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only in
the VBMS Fiduciary training environment.

STEPS ACTIONS
1. Beginan » LIE locates and tracks the Accounting End Product (EP) internally in VBMS
accounting
workflow Avems Rl e
In VBMS Narrow Results cm(.- Work Queue

Colapse

Deferrals m Team Member My Teams RO 330 - FID My Exports My Fiduciary

Fiduciary Hub Queue

Sedect Saved Filter Critedia v

w Keyword A
Export
Enter Keyword(s)
Regional Office 330 . FID {Showing 1.5 of 5 work items) Show
New.. Pending . Pending.. Priority D i Dete of _ l»‘l_’.:;"m " Veteran . Flle .
Mail ™ Scanning™ Upload ~ d > Chaim lMl > Name 3£ Number ™
Remaining Characters: 250
590-Irutial
» File Number [comma separated) | B Noemal OR2E2020 QHXEB. o "
oot iacop @ TAsRY
> &
» EP Codes (comma separated)
@‘m
Vetersn Flaah - PoRp——
£ + O Nommal 206651170 08242020 Folowlp mﬁ S s

» Special Issue

» LIE reviews eFolder to ensure that all accounting documents have been
received

Actigns \il

1ns eFolder Documents

Back to Table of Contents 1




2. Accounting
review

» LIE ensures suspense reason is updated to Accounting Received
v If the suspense reason is Accounting Due and all documents have been
received, the Documents Received button needs to be selected
» LIE selects Add Accounting Audit Tool

_] VBMS Search « Work Queue Fiduciary Intake Unassociated Documents LCM Unassod

EP OVERVIEW Home / Development Activity Management

v 290AFFID - FID-Accounting Federal Info
Development
Field Exam .
B Claim ID 600201532
BENEFICIARY
Suspense Reason Accounting Due
SWEENY,
rA
COREY [& Suspense Date 9/23/2020
Claim Status Open
Beneficiary Name SWEENY, COREY

Add Accounting Audit Tool |

Documents Received ‘

» Status of EP and Accounting Audit Tool are shown below:
v" To access and populate the Accounting Audit Tool you must select the
provided link

] VBM S Search, v Work Queue Fiduciary Intake Unassociated Documents LCM Unassociated

EP OVERVIEW Hom¥, /' Development Activity Management
v 290AREID - FID-Accounting Federal Info
Development
Field Exam B
Repoits Claim ID 600201447
BENEFICIARY N .
Suspense Reason [ Accounting Received ]
UZUN, DONTE
=
Suspense Date 8/25/2020
Claim Status Ready to Work
Beneficiary Name XLIN, DONTE
Accounting Audit Tool
‘ Accounting Approved ]

’ Accounting Disapproved J
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» LIE populates the Accounting Audit Tool

~ General Information
ACCOUNTING AUDIT TOOL

General Information Beneﬁciary Name

Incomes KEMMLER, BEN £

Expenses * Fiduciary Name

Assets @& Tell Your Folks | Says Hi LLC
FUM Summary Owner

pouss MICHELE CARLSON-LLIE / CARLSON_M_LLIE
Approval Accounting Audit Tool Name

Notes Tell Your Folks | Says Hi LLC 2020-2020
Created Date

08/21/2020 1:10:43 PM
* Accounting Period Start Date

05/05/2020

* Accounting Period End Date

08/21/2020

* Starting Balance

3. Accounting | » The LIE will indicate approval or disapproval within the Accounting Audit Tool
approval/ v" All documents will be in VBMS for review
disapproval

View Audit History

v Audit Approval
ACCOUNTING AUDIT TOOL

General Information ﬂ:counting Approved? \

Incomes Yes v
Expenses * Accounting Diary
Assets Annual v
FUM Summary * Approval Date
Bonds 08/21/2020 &
Next Accounting Period Start Date

Motes

11/30/1899 &

» The follow-up diary will be automatically established based on the information
entered in the Accounting Audit Tool

Back to Table of Contents 3




» LIE returns to the EP Overview screen and Generates all applicable letters

R R o T

EP OVERVIEW veopment ACtivty Lanageme
Info Clim 10 600201532
Development
Suspense Rexson Accounting Approved
Field Exam
Repons
Suspense Date /2612020
BENEFICIARY
SWEENY Claim Status Ready o Work
F—
Disapproved Lette
sapproval Follow-up Letter
Spprova J
anish Acc f
ederal A e Letl
] Request
XONeT ate
“ 1 Spansh A

» LIE selects Accounting Approved or Accounting Disapproved to advance the

EP 290

4. EP 290
Closure

» If the accounting is disapproved, the Accounting EP 290 will remain open.
» If the accounting is approved, the LIE must manually close the EP 290 from the

VBMS Work Items screen

Actions v

Station: 330
Priority: NORMAL

p View Development Plan

Back to Table of Contents 4




] VBMS VBMS-Fiduciary
Create a Fiduciary Record
INSTRUCTIONS FOR LEGAL INSTRUMENT EXAMINERS (LIE) AND FIDUCIARY SERVICE
REPRESENTATIVES (FSR)

PURPOSE: To provide fiduciary hub employees with a high-level, step-by-step WARNING: This is
process for creating a fiduciary record in VBMS. not a formal

document and is
DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only in for Internal Use
the VBMS Fiduciary training environment. Only.

STERS ACTIONS

1. Search for » Loginto VBMS Fiduciary by selecting Fiduciary in the top menu bar

an existing
Fld ucia ry a e https://www.uat.vbms.aide oit.va.gov/vbmsp2/workfiueuelnbox
Record £ ETR Help - FY20 Tickets W'l Work Queue - VBMS [

File Edit View Favorites Tools Help

] VBMS Search Fiduciary Intake Unassociated Documents LCM Unassociated
Narrow Results Clear Work Queue
Collapse
Select Saved Filter Criteria[ | Deferrals My Work Queue Team Member My Teams
Export
« Keyword ~
Regional Office 330 - VSC (Showing 0-0 of 0 work items)
Ertar KAanuardlia)

Select the Fiduciary Search tab

Select a Search Type

Complete the open fields

Select Search at the bottom right of the screen

YV VYV

Accounting Audit Tools

Search Fiduciaries
Fiext Exam Reports.

Benefits Threshald Search Type

SEARCH ® Persan O Organization

= Last Name

Fiduciaries

Countries
First Name

Zip Codes

Middle Name

[

Back to Table of Contents 5




2. Createthe
new
Fiduciary
Record

» Select the Create Fiduciary button at the top right of the screen

Search Fiduciaries

Filter Results

© Create Fiduciary

Status Name SSN

Date of Birth Physical Address

135792468 07/09/1979 4455 MAIN AVE

@ View Profile ‘
GALESBURG, IA 50232
Showing 1-10f 1 « n »

15 s  items per page

» All required fields in the Fiduciary Profile must be completed

ADMIN Home / Fiduciary Profile | MONEY, LOVEY (Active) uciary U
View Audit History
v Fiduciary Information
FIDUCIARY PROFILE

+ First Name Middle Name + Last Name Suffix

,
o L -

Contact Information

+SSN Date of Birth
Active Beneficiaries
135792468 07/08/1979 -]
Maiing Address
Flags

Physical Address
¥ Spanish Speaking

ke & Consider

Admin Tasks [ VHA Car

Misuse Records [ Do Not Appoint

Onsite Review Date Credit Check Background Check

mm/dd/yyyy ] 05/05/2020

]

05/05/2020 &

~ Onsite Data

Beneficiary Count

Last Onsite Date Next Onsite Date

~

reen. .

® Cancel ‘ B Save Changes

3. Selectthe

» Select the appropriate beneficiary record in the Active Beneficiaries section

(Optional)

Active “
Beneficiary U Dot w
associated contactoaraon | FINer Results
with the
Fiduciary . Mame — ssn Bessliclry Type Hub
Record
4. Add Notes » If you desire to add additional information, you may do so in the Notes section
to the » Select Add Note at the right of the screen
record

v Notes
Filter Results
e
+ Add Note
Note Author Date Created

5. Finish and
save your
work

» Review all entries for completeness and accuracy
» Select Save Changes at the lower right of the screen
» The system will save the information and open the new fiduciary record

Back to Table of Contents 6




| VBMS-Fiduciary
] VB M S Creating and Tracking an
_ Admin Task

INSTRUCTIONS FOR FIDUCIARY HUB EMPLOYEES

PURPOSE: To clarify the process and staff responsibilities when creating and

tracking an admin task within VBMS. WAARAINE, This s

not a formal
document and is for

DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only
Internal Use Only.

in the VBMS Fiduciary training environment.

STEPS ACTIONS

1. Locate » Starting from the Home screen, select the Fiduciary tab
beneficiary
record

Fiduciary

r  Work Queue

» From the panel on the left side of your screen, select Beneficiary to prompt the
Search Beneficiaries screen

HOME Home / Search Beneficiaries
Accounting Audit
Tools Search Beneficiaries
Field Exam
Reports Filter Results

SEARCH

Beneficiaries

File

Fiduciaries

Number
Countries

533076962
Zip Codes

Back to Table of Contents 7




» Search for a beneficiary utilizing the desired search data and select View

Beneficiary
Record

2. Create an
Admin task

» Within the Beneficiary Profile banner, on the lower left side of the screen,
locate and select Admin Tasks

A Home [ Beneficlary Profiie / I

~ Admin Tasks

Filter Results

Mailing Address
Physical Address
Fiduciary Information
Fiduciary History

Funds Under
Management

Title Type Status i

Funds Under

v Any table in the profile can be filtered using the Filter Results field

» Select Create Admin Task located on the right side of the screen

+ Create Admin Task

mber Payee Code

Back to Table of Contents




3. CreateaField | » Locate the FSR Action dropdown tab and select the desired action

Service v Title and Type fields must be selected and are linked
Representative v’ Station of Jurisdiction (Fiduciary Hub), will automatically generate
(FSR) action based on who is selected as the Admin Task Assignee

Home | Create Admin Task

Beneficiary Name

Please select a value

OTHER

FSR Action

Please select a value

» The Priority field is not required, but is available as an option
» Days pending will reduce based on date the task was created

VA File Number

533076962
> Priority
W Please selact a value

Days Pending

e

4. Assign » Assign a Fiduciary user from the Fiduciary User drop down
fiduciary user

IFRILIRILST Y IR :" Aecinm Me
\

/ —

» Select Assign New User to save

Back to Table of Contents




5

Edit changes

» Select Date Received and Due Date from the appropriate drop-down fields and
enter desired datesj

mmddiyyyy
mmddyyyy

Type description

» ~Description is a brief description of the task request
» Select Save and Return to be sent back to the beneficiary profile

cel | B Save

Back to Table of Contents 10




VBMS-Fiduciary
VB M S Documenting Assets in the Field
Exam Report

INSTRUCTIONS FOR FIELD EXAMINERS (FEs)

PURPOSE: To ensure assets are documented accurately in the Field Exam Report

and Beneficiary Record. WARNING: This is not

a formal document
and is for Internal Use

DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only in Only

the VBMS Fiduciary training environment.

STEPS ACTIONS

1. Adding » In the Assets section of the Field Exam Report, select Add Asset
Assets to the
Field Exam

Report .M
Account Mumber Balance

rived (Last Updated On)

» Select the appropriate type of Asset from the drop-down list

Add Asset

Type

Please Select a Value
Checking
Savings

Money Market
Mutual Funds
(Personal Funds of the Patient)PFOP
Resident Trust Account (RTA)
Vehicle

Non-VA Life Insurance

Pre-Need Burial

Real Estate

Back to Table of Contents 11




2. Adding

Liquid Assets

» Make sure to accurately enter the information for all liquid assets. See the picture

below:

Add Asset

Type

Checking

Description

* VA Derived?

Please Select a Value

Name of Institution

Properly Titled

Please Select a Value

Balance Date

mm/dd/yyyy & ‘

Account Number Balance
$ | 0.00
Managed By
Please Select a Value v

3. Documenting |» Make sure to accurately document non-liquid assets in the field exam report

non-liquid
-
assets Add Asset %
Type ~
Real Estate v
Property Type

Primary Residence v

I Address

Address Type

Domestic v
* Street 1
Street2

Street 3

* City * State )

[ ® Cancel I

REMINDER: The assets section of the Field Exam Report updates the beneficiary record and
determines the amount of VA Funds Under Management (FUM). It is imperative that the asset
information is entered accurately to ensure adequate protection of beneficiary funds.

Back to Table of Contents




Fiduciary Work Item to End Product Job Aid

BFFS WI Workflow Type VBMS EP Claim Label/Workflow CEST Location
511 Initial Appointment Adult Il ADooint t Field E
516 Initial Appointment Minor nitial Appointment Field txam
513 Successor Initial Appointment Adult . T e A B
518 Successor Initial Appointment Minor Uccesso alAppo € € a
521 Scheduled Fiduciary/Beneficiary Adult scheduled Foll HelHE
526 Scheduled Fiduciary/Beneficiary Minor cheduled Follow-up Fleld Exam
590 VBMS Fiduciary
522 Unscheduled Fiduciary/Beneficiary Adult .
527 Unscheduled Fiduciary/Beneficiary Minor Ubscnedudifeliovaliislditsan
531 Scheduled Streamline Exam Telephone Follow-up Field Exam
540 Non-Program FX Non-Program Field Exam
NA — New Claim Label Fund Usage Field Exam
NA — New Claim Label Expedited Initial Appointment Field Exam
565 Federal Fiduciary Accounting Non Fiduciary Program Field Exam
560 Court Appointed Accounting Fid-Accounting Federal/Court
— VBMS Fiduciary
570 Misuse Case 290 Fid-Misuse
NA — New Claim Label Fid-Fund Usage Review
NA — New Claim Label Fid-Negligence Determination VBMS-Core
585 Higher Level Review 030 Fid-Higher Level Review Case Flow
586 Supplemental Review 040 Fid-Supplemental Claim Review Case Flow
BFFS Task 400 Fid-Correspondence VBMS Core-Fid

Fid-Correction of Local Quality Error
NA - New Claim Label : ; :
Fid Correction of National Quality Error

930 Fid Appeals Control Post-BVA VBMS-Core
587 Remand
Fid Appeals Control
NA - New Claim Label Fid-Rvw/Ref/Other

Back to Table of Contents 13




VBMS-Fiduciary
VB M S Field Exam Development
— Activity

INSTRUCTIONS FOR FIELD EXAMINERS (FEs) AND FIDUCIARY SERVICE
REPRESENTATIVES (FSRs)

PURPOSE: To demonstrate how to manage development activities within a Field | WARNING: This is
Examination End Product (EP). not a formal
document and is

DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only in for Internal Use
the VBMS Fiduciary training environment. Only.
1. Track and » From the EP Overview screen of your Field Examination EP, navigate to the

update Development section

development | » Select Add Development Activity

activity in

VBMS

‘ <4 Add Development Activity ’

» Select the applicable development activity from the dropdown

Add Development Activity

* Activity Type

Please select a value

Please select a value

Criminal Background Investigation
Interview - Beneficiary

Interview - Fiduciary

Interview Other Individual or Entity
Interview Complete - Additional Info Needed
Second Attempt - Interview Beneficiary
Second Attempt - Interview Fiduciary

VA Form 4703

VA Form 4718a

» VBMS-Fid will populate the selected development activity

‘ Development Activity Status

Criminal Background Investigation Open

Back to Table of Contents 14




» Update the status of all development activities as the items are completed

Update Development Activity

Has the beneficiary interview been completed?

(5]

Back to Table of Contents
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VBM S VBMS-Fiduciary
Field Exam Report

INSTRUCTIONS FOR FIELD EXAMINERS (FEs) AND FIDUCIARY SERVICE REPRESENTATIVES

(FSRs)
PURPOSE: To provide the fiduciary hub employees with high-level steps on how to WARNING: This is
complete the Field Exam Report process. not a formal
document and is
DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only in the for Internal Use
VBMS Fiduciary training environment. Only.

STEPS ACTIONS

1. Locate the » In My Work Queue, locate the Field Examination EP
correct field | » Select the flyout icon underneath the EP to open the EP Overview screen in

examination another tab
End Product 590-Initial
(EP) Appointment  Field Exam
Field Exam Assigned
2. Locate the » To generate a field exam report, go to the Field Exam Reports section
field
examination i
I v Field Exam Reports

» Select Add Field Exam Report Activity to add a new report

4+ Add Field Exam Report Activity

» Select Field Exam Report from the dropdown

Add Field Exam Report Activity %
Activity Type
Please select a value v

Please select a value
Field Exam Report
Competency Memo

' Cancerl

Back to Table of Contents 16




» AField Exam Report should now be available in the Field Exam Reports section.
Select Go to Field Exam to enter the report

v Go to Field Exam

3. Typeupthe | » Populate all applicable sections within the Field Exam Report
Field Exam

Report
FIELD EXAMS

Exam Information

Beneficiary Information

Fiduciary Information

Preferred Fiduciary Information

Credit and Criminal Background Inquiry
Dependents

Other Interviews/Contacts

Capacity to Manage Funds
Environmental and Social Conditions
Income

Expenses (Including Debts and Loans)
Assets

Fees

Comments and Observations

Back to Table of Contents 17




4. Complete » Select the Complete Report button
the Field
Exam
Report

B Complete Report

» Once you select Complete Report, the Update Beneficiary Box will pop up. You
will select all sections of the beneficiary record that you would like to be updated
based on the field exam report information and then select Finish

X
Update Beneficiary

Field New Value Currently on Beneficiary Record
Assets Fully Denved $1.2000 $ 1.200.00

Assets Not Denved (Last

5. Upload » Once the Field Exam Report is completed, select the Export button
Field Exam \
Report

B Reopen Report j [ B Lock Report j | B Export ’

Back to Table of Contents 18




» Select the Download button
» A popup page will open. Select Save as PDF from the Destination dropdown

» Select Save

Destination

Pages

Pages per sheet

Margins

Options

|
2515 2
n Save as PDF - pogks 1556, ID 60033051
ciary Ul 0.3.9, Service 0.3.9
All - -
1 w
Default -

Headers and footers

[0 Background graphics | S

® Cancel Export Mode ’ IS Download

» Upload the Field Exam Report .pdf into the Beneficiary e-Folder within VBMS

Actions

1ts eFolder Documents

Back to Table of Contents
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JVBMS | . /ovs Fiducary

INSTRUCTIONS FOR FIDUCIARY HUB EMPLOYEES

PURPOSE: To clarify the process and steps involved with the Fund usage

review workflow in VBMS. WARNING: This is mot

a formal document
and is for Internal

DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only Use Oinly

in the VBMS Fiduciary training environment.

STEPS ACTIONS

1. Fundusage [» The EP290-FID-Fund Usage Review is automatically established based on the Fund

review Usage Diary Date but can also be manually established by the user
established [»> EP290 Fund Usage review will be assigned to LIE in the Awaiting Bank Statements
suspense

EQG-FID E und Awaiting
Statements

» LIE reviews the eFolder to see if bank statements have been received. If not,
proceed to step 2. If they have been received, proceed to step 4

2. Bank » If the bank statements have only been requested once, request the bank
statements statements a second time, and update the Development section accordingly
NOT » Select Add Development Activity
received

Add Development Activity .
ﬁ Activity Type
Please select a value v

Please select a value

VA Form 4718a

Bank Statements

Bank Statement Second Request
Property Titled Account

Expense Verification
Miscellaneous Evidence

VA Form 4706b

VA Form 4706¢

Back to Table of Contents 20




Development

Claim ID

Suspense Reason

Suspense Date

Claim Status

telephone assistance is unsuccessful
Overview Screen

populate all required fields accordingly

v Correspondence

» Once this has been completed, the EP290 suspense will be updated to In

v 290FURFID - FID-Fund Usage Review Info

600204969

In Development

10/4/2020

Open

» LIE will attempt to provide telephone assistance first and then send a letter if the
» To send a letter, the LIE will direct to the Correspondence section of the EP

» Select the appropriate letter from the Choose a Letter drop down menu and

* Choose a Letter /

- Please select a letter -

- Please select a letter -

Fund Usage Additional Evidence Required Letter
Fund Usage Due Letter

Fund Usage Past Due Letter

M Properly Titled Account Letter

|| Fund Usage Review Complete Letter

w ‘ Generate Letter

v Correspondence

» LIE will generate the letter for mailing and upload to the eFolder

# Choose a Letter

Fund Usage Additional Evidence Required Letter

v Generate Letter

Back to Table of Contents
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3. Bank » If the bank statements have already been requested twice, an EP590 Field Exam

statements should be established. The FE will attempt to resolve the issue through a field
have NOT exam
been
received
and have
been
requested
TWICE to
no avail
4. Bank » LIE will navigate to the EP Overview Screen and select Statements Received
statements
successfully v 290FURFID - FID-Fund Usage Review Info
received
Claim ID 600204969
Suspense Reason In Development
Suspense Date 10/4/2020
Claim Status Open
Beneficiary Name ANNARINO, DOMEMNIC

Statements Received

» This will advance the EP290 suspense to Pending Review

v 290FURFID - FID-Fund Usage Review Info

Claim ID 600204969
Suspense Reason Pending Review
Suspense Date 10/19/2020

Claim Status Ready to Work
Beneficiary Name ANNARINO, DOMENIC

Complete Review

Back to Table of Contents




» If any additional development is needed before the fund usage review can be
completed, the LIE will select Add Development Activity. This will place the EP290
in the In Development suspense

v 290FURFID - FID-Fund Usage Review Info

Claim ID 600204969
Suspense Reason In Development
Suspense Date 10/4/2020

Claim Status Open

Beneficiary Name ANNARINO, DOMENIC

Statements Received

» Once the development activity has been completed, the LIE will select the Update
button next to the referenced development activity

Claim Id Development Activity

600204969 Miscellaneous Evidence Open u @ Update

» LIE will select Yes to mark this development activity complete

Update Development Activity

Would you like to mark this activity as "Complete™?

B -

Back to Table of Contents 23




5

Fund usage
complete

» Once the Fund Usage Review is ready for completion, the LIE will navigate to the
Correspondence section of the EP Overview Screen

» LIE will generate the Fund Usage Review Complete Letter

» LIE will select Complete Review

v 290FURFID - FID-Fund Usage Review Info

Claim ID 600204969

Suspense Reason Pending Review

Suspense Date 10/19/2020

Claim Status Ready to Work

Beneficiary Name ANNARINO, DOMENIC

Complete Review

» This step completes the fund usage review and advances the EP290 suspense to
Review Complete

6.

Final Steps

» Ifirregular funds usage or misuse red flags exist, the LIE will establish an EP290
Misuse

» If a surety bond is required, the LIE will establish a surety bond task

» LIE will manually close the EP290 Fund Usage Review via the Work Items screen
(see How to Close an EP Job Aid)

Back to Table of Contents
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] VBM s VBMS-Fiduciary
i Initial Appointment Workflow

INSTRUCTIONS FOR FIDUCIARY SERVICE REPRESENTATIVES (FSRs) AND FIELD EXAMINERS

(FEs)

PURPOSE: To clarify anticipated staff impacts and role changes for the Initial

Appointment Workflow in VBMS. WARNING: This is not a

formal document and is for

DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only in Internal Use Only.

the VBMS Fiduciary training environment.

STEPS ACTIONS
1. Finalize » FSR completes the incompetency rating and authorizes the End Product (EP) 590 Due
incompetency Process
rating » System auto generates new EP 590 Initial Appointment for an initial appointment field

exam
» System auto generates a Beneficiary Record

2. EPis assigned
to FE’s work
queue to
conduct the
field exam
and submit
for validation

» FE completes the Field Exam
v' Users can reference the Field Exam Report Job Aid for further instructions on
how to complete a Field Exam

Capacity to Manage Funds » Baneiciary Nams

Environmental and Social ANNARING, DOMENIC
COT % Type of Beneficiary
income Veteran v
Expenses (Including Debts and * Beneficiary's Social Security Number
Loans)
231413521

Assets
* Name of Veteran

Fees and Surety Bond ANNAR'NO, DOMENIC

Protection (Bond)

*
Comments and Observations AT b

231413521
* Veteran's Social Security Number
231413521

* Date of Request

B Complete Report ‘ ‘ B Export ’

b Hinsnss ik sdnmnr wlda mlbiin mmsihidhaea M i ol
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» FE selects Ready for Validation once complete

BRA"J=IY5Y seach - WokQuewe Fiducary Intake  Unassocialed Documents  LCM Unassocialed  Scorecards v Admin ~ My History = JEREMY HARLEY-FFSR ~

EP OVERVIEW Home / Development Activity Management Fiduciary Ul 0.2.29, Service

Info

Development v 590IAFE - Initial Appointment Field Exam Info [ Suspend Benefits ‘

Field Exam Reports.

BENEFICIARY Claim ID 600196936 Beneficiary SATTLEY, FLORENTII Ready For Validation |}
N

Name -
SATTLEY, . .
FLORENTINO (£ Suspense Typing Field Exam Ref
Reason Fiduciary Name Weber Fiduciary Ltd
Suspense Date 09/09/2020
Claim Status Open | Transfer to Secondary Jurisdiction I
v Development ‘ Whereabouts Unknown - 1st Attempt ‘

Filter Results
I =+ Add Development Activity l
Claim Id Development Activity Status Actions Link
600196936 Interview - Beneficiary Complete
600196936 Interview - Fiduciary Complete
600196936 VA Form 4703 Complete
10 ¢ items per page Showing .- 306 « - »

Wed Aug 26 2020 06:24:06PM MDT, Version 19.1.0-20200826-1541, 1D 60032

[

3. FSRvalidates
the Field
Exam and
generates
letters

» FSR will review the Field Exam Report for completeness/accuracy
» FSR will review letters for completeness and accuracy and then select Generate Letter

to upload to eFolder and mailing

+ Field Exam Reports

Filter Results

o+ A
Claim Id Field Exam Report Activity Actions
£00197107 Fiokd Exam Raport Open n T |
10 & items per page Showing 1-1 06 1

i
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» Select the Promulgate EP — Generate Award button to generate the EP for
promulgation
|VBMS Fiduciary  Intake  Unassociated Documents  LCM Unassocialed  Scorecards »  Admin v My History - JEREMY HARLEY-FFSR -
Wed Aug 26 2020 03:13:59PM MOT, Version 15 1.0-20200821-1526, 10 60033038
P OVERVIEW Home | Development Activity Management Figuciary U1 0.2.26, Senvice 022
Development ~ B90IAFE - Initial Appointment Field Exam Info Suspend Benefits ‘
Field Exam
Reports e ——
Claim ID 600192194 Beneficiary SURBER, CLARE Promulgate EP - Generate Award ’
ENEFICIARY Name
SURBER, Suspense Field Exam Validation
L2 Reason Flduciary Name Guardians Transfer to Secondary Jurisdiction ’
Suspense Date 07/09/2020
Claim Status Ready for Decision NICOTRIE ’
4. FSRs » The FSRs will promulgate and authorize the award in VBMS-A
promulgate » There is no significant change to this portion of the process from the prior process
and authorize | » Upon authorization of the award, the EP590 IA will automatically close
the award in » This concludes the EP590 IA process
VBMS-A
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AVBMS | vensiscosreommn

Product (EP)

INSTRUCTIONS

PURPOSE: To provide the steps involved with manually closing an EP WARNING: This is

not a formal

DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only document and is for
in the VBMS Fiduciary training environment. Internal Use Only.

STEPS ACTIONS

1. Select the
EP

» Locate the completed EP that you need to manually close and select the Veteran
Name link
v Note: Claim must be assigned to the user attempting to close the EP

RALPHSON
RALPH

Mormal 207251162  08/03/2020  Accounting 111555782

2. Veteran
profile

» You will be redirected to the Veteran Profile screen
» Select the Claims dropdown form the upper right-hand corner

\

Veteran - Intent Ta File Claims = Documents Rated Issues
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3. Selectthe [» From the Claims dropdown box, select the desired claim which you intend to
claim manually close
Filter Results: Include Inactwy Show/Hide Columns A
Date of Claim ~  EP Code - Claim Label ¢ Status ¢  BenefitType £ Payee Code £
08/26/2020 291 - FID-Accounting Federal OPEN CPL 00 - Veteran
08/11/2020 591 - Scheduled Follow-Up Field Exam OPEN CPL 00 - Veteran
08/03/2020 292 - FID-Accounting Court OPEN CPL 00 - Veteran
08/01/2020 594 - Initial Appointment Field Exam OFPEN CPL 00 - Veteran
08/01/2020 290 - FID-Misuse OPEN CPL 00 - Veteran
2 Next Last Y
4. Complete  [» Onthe next screen, select the Complete box located at the upper right-hand corner

of the screen

Vetern v Infent ToFile  Claims v

Edit Claim Detail ~ Create DCS  Upload Document ~ NewClaim | Complete | SSAInquiry ~ Manage Evic

5. Close/cancel
EP

» The Complete Work Item box will generate
» From the Claim State dropdown menu select CLOSED
v" Note: Both selecting CLOSED or CANCELLED will end the claim/EP. Closing
allows for station credit while cancelling will not give the station credit for
completion. Be sure to select CLOSED to ensure credit is given if appropriate

Complete Work Item

“Claim State [ |

CLOSED

* Permanent Note c

RATING_CORRECTION
RATING_DECISION_COMPLETE
RATING_INCOMPLETE

READY FOR_DECISION
READY TO_WORK

Cancel Submit
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means to close a
claim

6. Submit » Select a corresponding reason for closure from the Reason dropdown menu
» Populate a concise note in the Permanent Note field
» Select Submit
Complete Work Item g
*Claim State = CLOSED
*Reason || Select
* Permanent Note
*= Required Fields
Cancel Submit
Additional » After selecting the desired EP to close, select the Go to Work Item Link located at

the upper left-hand corner

Waork Queue

Fiduciary

_]VBMS Search v

RALPH E RALPHSON File # 111555782

292 ~ | Open Claim Check Edit Claim Detail

nting Court

Go to Work Item | Days Pending: 66 | Date of Claim: 08/03/2
*harley-line
Contentions List Development Letters

Expand All

Add Contention

» From the Work Item page, select Complete Work Item from the Actions drop-down

box in the upper right-hand corner

JEREMY HARLEY-LIME -

My History =«

Wed Oct 07 2020 01:56:19PM MDT, Version 20.0-20201006-1446 JD 6003305
Actions :J

» Complete the processes explained in steps 5 and 6 of this job aid
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VBMS-Fiduciary

] VB M S Manually Create an End

Product (EP)

INSTRUCTIONS

PURPOSE: To provide the steps to manually establish an End Product (EP) for WARNING: This is
fiduciary personnel. not a formal
document and is
DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only in for Internal Use
the VBMS Fiduciary training environment. Only.
STEPS ACTIONS

1. Selectthe » Locate the desired beneficiary in the Fiduciary tab by entering the identifying

desired information and select the Search box

beneficiary

DAY/ |BY seach v WorkQueue  Fiduciary

« | Home / Search Beneficianes Fiduciary UI 0.3.17, Senice 0.3.1
lools
Search Beneficiaries

! First Name
. Last Name
SSN

File Number

554568771

........................................................ e e e L R L S R S SR e S b S s l Qseamh l
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» From the results, select the View box under the Beneficiary’s Profile column

Search Beneficiaries

Filter Results

Date of Participant Date of Beneficiary

Birth ID Mailing Address Death Branch Profile

700035525 01/01/1970 600247385 2122 W TAYLOR

700035525

BUCHINSKI,

ROYCE ST WAR
CHICAGO, IL 60612
USA

15 & items per page Showing 1 -1 of 1

‘ - "
® Cancel

» Once the page loads, input any necessary information under the Beneficiary
Profile and select Save Changes located at the bottom right of the screen

lle (327)

[ ® Cancel ] B Save Changes

2.

Establish the
EP

» Under the Beneficiary Information, select the Establish EP box to begin
entering the desired EP information

ADMIN <«
Wiew Audit History >
BENEFICIARY PROFILE
Flags

Beneficiary Information

Key Date Information
Contact Information
Payment Information

Mailing Address

== Establish EP
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Select EP Type from the dropdown menu

Enter Date of Claim Value within the required field and select Submit to
create claim

If applicable to the desired EP, the Suspense Reason and/or Suspense Date
box will auto populate

Establish EP -

© Warning

Please ensure a Fiduciary with a physical address zip code is
associated on the Beneficiary Profile to continue.

l EP Type l

‘ 290ACFID - FID-Accounting Court v

* Date of Claim Value

mm/dd/yyyy &

Suspense Reason

Accounting Due v

Suspense Date

10/03/2020

L1

® Cancel
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3. Save the EP

» Review the EP information and select Close

Establish EP %

EP Type

290ACFID - FID-Accounting Court v

= Date of Claim Value

09/21/2020 & ‘

Suspense Reason

Accounting Due v

Suspense Date

10/21/2020

+ EP created with Claim |D: 600205430 Close

Additional means
to establish an EP

» In VBMS-Core, on the Veteran profile screen, select New Claim from the
Actions drop down box

Intent To File Claims = Documents

Actions N

[ MNew Claim |
nt

Compare Data
Manage Evidence
554 Inguiry

» Orin VBMS-Core, select the New Claim box when in a pending claim tab

Veteran Intent To File ~ Claims = Document

Open Claim Check Edit Claim Detail Create DC5 Upload Document | New Claim I 55A Inquiry Manage Evidence

‘612020 | Ready to Recall: No | Team Assigned to: NIA | Assigned to: NIA

EXPAND CLAIM DETAILS
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_] V B M S Mi:l/JsBel\\/lIVSo-rili‘S):/Jvci:\a\ZMS

INSTRUCTIONS FOR FIDUCIARY HUBS

PURPOSE: To clarify the process and steps involved with the Misuse

Workflow in VBMS. WARNINGI This Is

not a formal
document and is for

DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only
Internal Use Only.

in the VBMS Fiduciary training environment.

STEPS ACTIONS

1. Misuse » LIE will locate the EP290-FID-Misuse in their work queue. The initial
allegation suspense reason is Allegation Received

Allegation
Received

» LIE will review assigned Misuse Allegation to determine if an investigation is
warranted, and complete the Decision to Investigate Memo
» From the EP Overview screen, LIE will select the Misuse Record link

Home / Dewvelopment Activity Management

~ 290MFID - FID-Misuse Info

Claim ID 600205112

Suspense Reason Allegation Received
Suspense Date 10/17/2020

Claim Status Open

Beneficiary Name PAGANELLI, MAXWELL

Misuse Record

> Correspondence
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» LIE will populate the General Overview and Allegation sections

Adlegaton

Home | Fiduciary Misuse

Allegation

* Investigation

Allegation Date

e T 09/04/2020 a8
Mo Misuse Found Fiduciary is an Entity
Yes -

Misuse Found
How Discovered
» Reconsideration

0820
IG/RC Referral Surety Bond in Place
WACO No w

Allegation Complete

> LIE will return to the EP Overview screen and select the Actions button in
the upper-right hand corner

Actions

» From the Actions dropdown, LIE should select Decision to Investigate Memo
is ready for review

Actions

# Actions

Decision to Investigate Memo is ready for review

Do not concur with Decision to Investigate Memo

Concur with Decision to Investigate Memo

No Investigation is Warranted

Misuse Investigation Required

Field Exam Required

Investigation Complete

Misuse Determination Memo is ready for review

Investigation has Insufficient Evidence

Concur with Misuse Determination Memo (Coach)

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach) -
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» This will advance the EP290 to Allegation Pending Concur suspense

v 290MFID - FID-Misuse Info

Claim ID 600205112

Suspense Reason Allegation Pending Concur
Suspense Date 10/2/2020

Claim Status Ready for Decision
Beneficiary Name PAGANELLI, MAXWELL

Misuse Record T4748 E

> Correspondence

2. Non-
concurrence
actions

» After reviewing the information, the Coach will select Do not concur with
Decision to Investigate Memo, or Concur with Decision to Investigate
Memo

Actions

* Actions

Decision to Investigate Memo is ready for review

Misuse Investigation Required
Field Exam Required
Investigation Complete
Misuse Determination Memo is ready for review

Investigation has Insufficient Evidence

Concur with Misuse Determination Memo (Coach)

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)
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>

If the Coach selects Do Not Concur with Decision to Investigate Memo,
then the EP290 will be returned to the LIE for corrections and the
suspense will be updated to Returned by Other User

v 290MFID - FID-Misuse Info

Claim ID 600205112

Suspense Reason Returned by Other User
Suspense Date 10/2/2020

Claim Status Open

Beneficiary Name PAGANELLI, MAXWELL

Misuse Record T4748 EJ

> Correspondence

3. Concurrence
actions

>

If the Coach selects Concur with Decision to Investigate Memo, then the
EP290 will be returned to the LIE for admin actions

The LIE selects the Actions dropdown and selects either No Investigation
is Warranted or Misuse Investigation Required

Actions

* Actions

“

Decision to Investigate Memo is ready for review

Do not concur with Decision to Investigate Memo
il =5 . Memo

No Investigation is Warranted
Misuse Investigation Required
FIgid

Investigation Complete
Misuse Determination Memao is ready for review

Investigation has Insufficient Evidence

Concur with Misuse Determination Memo (Coach)

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)

Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review

Concur with Misuse Reconsideration Determination Memo (Coach) -

If the LIE selects No Investigation is Warranted, then this is the end of the
EP290 Misuse process
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4. Misuse » If the LIE has selected Misuse Investigation Required, then the suspense
investigation updates to Investigation Assigned
initiated
v 290MFID - FID-Misuse Info
Claim ID 600205112
Suspense Reason Investigation Assigned
Suspense Date 10/2/2020
Claim Status Open
Beneficiary Name PAGANELLI, MAXWELL
Misuse Record 74748 @
> Correspondence
5. Field » If afield exam is required, the LIE will select Field Exam Required from the
examination Actions dropdown. The EP290 will be assigned to a Field Examiner based
required on fiduciary zip code

Actions

* Actions

Decision to Investigate Memo is ready for review
Do not concur with Decision to Investigate Memo
Concur with Decision to Investigate Memo

l Field Exam Required

Misuse Determination Memo is ready for review

Investigation has Insufficient Evidence

Concur with Misuse Determination Memo (Coach)

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)
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6. Field » If afield exam is not required, the LIE will select Investigation Complete
examination not from the Actions dropdown
required

Actions

* Actions

Decision to Investigate Memo is ready for review
Do not concur with Decision to Investigate Memo
Concur with Decision to Investigate Memo
No Investigation is Warranted
Misuse Investigation Required
cld Fyam Beayired
Viisuse Determination IViemo is ready for review
Investigation has Insufficient Evidence
Concur with Misuse Determination Memo (Coach)
Concur with Misuse Determination Memo (Hub Manager)
Do not Concur with Misuse Determination Memo (Coach)
Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found
Misuse not Found
Reconsideration received
Reconsideration not received
Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

» This will place the EP290 in Investigation Complete suspense. The
following 2 steps would then be skipped

v 290MFID - FID-Misuse Info

Claim ID 600205112

Suspense Reason Investigation Complete ]
Suspense Date 10/2/2020

Claim Status Ready for Decision
Beneficiary Name PAGANELLI, MAXWELL

Misuse Record 74748 El
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[

Investigation
complete

» Once the field exam and all associated actions are completed, the Field
Examiner will select Investigation Complete from the Actions dropdown

to advance the EP290 to Investigation Complete suspense. The EP290 will

then be routed back to the originating LIE

Actions

* Actions

Decision to Investigate Memo is ready for review
Do not concur with Decision to Investigate Memo
Concur with Decision to Investigate Memo

No Investigation is Warranted

Investigation Complete

Visuse Determination Memo is ready for review

Investigation has Insufficient Evidence

Concur with Misuse Determination Memo (Coach)

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

8.

Investigation
with insufficient
evidence

» The LIE will review the field exam documents to ensure they have

everything they need. If they do not, they will select Investigation has

Insufficient Evidence from the Actions dropdown

Actions

* Actions

Decision to Investigate Memo is ready for review
Do not concur with Decision to Investigate Memo
Concur with Decision to Investigate Memo

No Investigation is Warranted

Misuse Investigation Required

Field Exam Required

Qr review

E——— ; ” =o (Coach)
Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)

Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review

Concur with Misuse Reconsideration Determination Memo (Coach) -
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>

This will place the EP290 back into Investigation Assigned suspense and
return the EP290 to the Field Examiner to complete additional actions

v 290MFID - FID-Misuse Info

Claim ID 600205112

Suspense Reason Investigation Assigned
Suspense Date 10/2/2020

Claim Status Open

Beneficiary Name PAGANELLI, MAXWELL

Misuse Record 74748 | W

» Correspondence

9. Misuse
investigation
report and
misuse
determination
memo

>

>

Once the LIE has everything that they need from the FE, the LIE will
complete the misuse investigation report and misuse determination
memo

The LIE will complete the Investigation and Determination sections of the
Misuse Record

MISUSE RECORDS Home / Fiduciary Misuse

General Overview
Determination

Allegation
Investigation Determination Established
le”rl "j ‘('V'v"/ ﬁ
No Misuse Found Determination Complete
Misuse Found mm/dd/yyyy &

+ Reconsideration
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the Actions dropdown menu

Actions

* Actions

» The LIE will select Misuse Determination Memo is ready for review from

No Investigation is Warranted
Misuse Investigation Required
Field Exam Required
|nvestigation Complete

Decision to Investigate Memo is ready for review
Do not concur with Decision to Investigate Memo
Concur with Decision to Investigate Memo

VS ativ o Ll vIUC

Misuse Found

Misuse not Found
Reconsideration received
Reconsideration not received

Claim ID

Misuse Determination Memo is ready for review

Concur with Misuse Determination Memo (Coach)

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

» This will advance the EP290 to Determination Pending Concur suspense
and route the EP290 to the Misuse Coach and Fiduciary Hub Manager
(FHM) for review and concurrence

600205112

Suspense Reason

Determination Pending Concur ]

Suspense Date

Claim Status

Beneficiary Name

Misuse Record

10/2/2020
Open

PAGANELLI, MAXWELL

T4748 E]
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10. Management
concurrence

>

>

If either the Coach or FHM non concur they will select the appropriate
action dropdown and the EP will be routed back to the LIE for correction

Actions

* Actions

Decision to Investigate Memo is ready for review
Do not concur with Decision to Investigate Memo
Concur with Decision to Investigate Memo

No Investigation is Warranted

Misuse Investigation Required

Field Exam Required

Investigation Complete

Misuse Determination Memo is ready for review

Concur with Misuse Determination Memo (Coach)
Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Isuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

The EP290 will be placed in Returned by Other User suspense

v 290MFID - FID-Misuse Info

Claim ID 600205112

Suspense Reason Returned by Other User
Suspense Date 10/2/2020

Claim Status Open

Beneficiary Name PAGANELLI, MAXWELL

Misuse Record 74748 E

» Correspondence

Back to Table of Contents

44




» If either the Coach or FHM concur, they will select the appropriate action
dropdown and the EP will be routed back to the LIE for further
administrative actions

» This will place the EP290 in Determination Signed suspense and return the
EP290 to the LIE for admin actions

11. Correspondence | » The LIE sends all relevant correspondence using the Correspondence tab
and dropdown menu

v Correspondence

* Choose a Letter

- Please select a letter - v Senerate Lette
12. Misuse » The LIE will populate the No Misuse Found or Misuse Found sections of
found/not the Misuse Record, as applicable
found
MISUSE RECORDS Hame § Fiduciany Misuss

General Cvenview
Misuse Found

Allegation
Investhgation Misuse Found
Determination Please select a value

BD Number [Finamce)

Mo Misuse Found

Total Misuse Amount Collected
& Reconsideration

IGRC Refemal Amount of Misuse VA Funds

WACCH

Aptrmatic Rodcoianea Bamainad
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» The LIE will select either Misuse Found or Misuse not Found from the
Actions dropdown depending on the results of the misuse investigation

Actions

* Actions

No Investigation is Warranted
Misuse Investigation Required
Field Exam Required
Investigation Complete

Misuse not Found
Reconsideration received
Reconsideration not received

Decision to Investigate Memo is ready for review
Do not concur with Decision to Investigate Memo
Concur with Decision to Investigate Memo

Misuse Determination Memo is ready for review

Investigation has Insufficient Evidence

Concur with Misuse Determination Memo (Coach)

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

» If the LIE selects Misuse not Found, this is the end of the EP290 Misuse

process.

13. LIE confirms
misuse found

» If the LIE selects Misuse Found, then the EP290 stays pending in the
Misuse Determination Complete suspense while the hub allows 30 days

for the reconsideration period

Claim ID

600205112

Suspense Reason

Misuse Determination Complete

Suspense Date

Claim Status

Beneficiary Name

Misuse Record

10/18/2020
Open

PAGANELLI, MAXWELL

74748 E]
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14. No
reconsideration
received

>

If no reconsideration is received, the LIE selects Reconsideration not
received from Actions dropdown

Actions

* Actions

Decision to Investigate Memo is ready for review
Do not concur with Decision to Investigate Memo
Concur with Decision to Investigate Memo

No Investigation is Warranted

Misuse Investigation Required

Field Exam Required

Investigation Complete

Misuse Determination Memo is ready for review
Investigation has Insufficient Evidence

Concur with Misuse Determination Memo (Coach)

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found

Reconsideration not received

e oo rerrmination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

» This places the EP290 in OIG Referral suspense

Claim ID 600205112
[ Suspense Reason O1G Referral
Suspense Date 10/2/2020
Claim Status Open
Beneficiary Name PAGANELLI, MAXWELL

Misuse Record 74748 @
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» VBMS-Fid auto establishes the EP290 FID-Negligence Determination and
transfers it to P&F Service
» LIE will populate the VACO section of the Misuse Record

MISUSE RECORDS Home / Fiduciary Misuse

General Overview

Allegation waes

Investigation Negligence Determ Required Datibf Nagliganics Detarmination Negligence Determined
Determination ~ mmiddiyyyy &

No Misuse Found AAM Requested AAM Due Zip Code

Misuse Found mm/ddlyyyy & mm/ddiyyyy o 64105

* Reconsideration

IG/RC Referral

VACO I

» The EP290 Misuse remains pending. This starts the 14-day OIG period.
Please skip to OIG Referral step later for the remainder of the No
reconsideration received workflow

» If a Reconsideration is received, please proceed to the next step.

15. Reconsideration | » If a reconsideration is received, LIE selects Reconsideration received from
received the Actions dropdown menu

Actions

* Actions

Decision to Investigate Memo is ready for review
Do not concur with Decision to Investigate Memo

Concur with Decision to Investigate Memo

No Investigation is Warranted

Misuse Investigation Required

Field Exam Required

Investigation Complete

Misuse Determination Memo is ready for review

Investigation has Insufficient Evidence

Concur with Misuse Determination Memo (Coach)

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Ceoach)

Do not Concur with Misuse Determination Memo (Hub Manager)

Misuse Found
MMisyse not Found

| Reconsideration received
econsideration not received

Misuse Reconsideration Determination Memo is ready for review

Concur with Misuse Reconsideration Determination Memo (Coach)
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» This places the EP290 Misuse in the Reconsideration Received suspense

Claim ID 600205112

Suspense Reason Reconsideration Received ]
Suspense Date 10/2/2020

Claim Status Open

Beneficiary Name PAGANELLI, MAXWELL

Misuse Record 74748 [E]

16. LIE completes
Reconsideration
Determination
Memo

» LIE completes the Reconsideration Determination Memo and selects
Misuse Reconsideration Determination Memo is ready for review from
the Actions dropdown

Actions

#* Actions

Concur with Misuse Determination Mergo (Hub Manager)

Do not Concur with Misuse Determinaffon Memo (Coach)

Do not Concur with Misuse Determinagon Memo (Hub Manager)
Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

Concur with Misuse Reconsideration Determination Memo (Manager)
Concur with Misuse Reconsideration Determination Memo (Director)

Do not Concur with Misuse Reconsideration Determination Memo (Coach)
Do not Concur with Misuse Reconsideration Determination Memo (Manager)
Do not Concur with Misuse Reconsideration Determination Memo (Director)
Misuse Upheld

Misuse Not Upheld

Misuse Reconsideration Determination Memo should be sent for OIG Review
OIG requests for a Hold

Debt Memo for SSD sent

Debt Collection Admin Task has been created
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» This places the EP290 in Reconsideration Pending Concur suspense and

assigns it to the misuse Coach for review and concurrence

Claim ID 600205112

| Suspense Reason Reconsideration Pending Concur |
Suspense Date 10/2/2020
Claim Status Ready for Decision
Beneficiary Name PAGANELLI, MAXWELL

Misuse Record 74748 lE]

17. Management
concurrence

» The Coach, FHM, and RO Director must ALL concur and select the

appropriate option from the Actions drop down. If not, the action will be
placed in Returned by Other User suspense and routed back to the LIE for
corrections

Actions

#* Actions

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Miciicn Dinrcancidnarotinn Matnrnination Moamn ice raado fare roacisaas

S T T S T S T S S S T I S N D I SIS T B

Concur with Misuse Reconsideration Determination Memo (Coach)
Concur with Misuse Reconsideration Determination Memo (Manager)
Concur with Misuse Reconsideration Determination Memo (Director)

Do not Concur with Misuse Reconsideration Determination Memo (Coach)
Do not Concur with Misuse Reconsideration Determination Memo (Manager)
Do not Concur with Misuse Reconsideration Determination Memao (Director)
Isuse Upheld

Misuse Not Upheld

Misuse Reconsideration Determination Memo should be sent for OIG Review
OIG requests for a Hold

Debt Memo for SSD sent

Debt Collection Admin Task has been created

» Concurrence by all parties will place the suspense reason in the

Reconsideration Signed status.
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18. Finalizing the
reconsideration

» LIE sends all relevant correspondence using the correspondence drop-
down menu
» LIE populates the Reconsideration section of the Misuse Record

MISUSE RECORDS Home / Fiduciary Misuse

General Overview

Reconsideration
Allegation
Investigation * Reconsideration Established
Determination mm/dd/yyyy &

No Misuse Found

Misuse Found

Reconsideration

19. Misuse not
upheld

» If Misuse was not upheld, then the LIE should select Misuse Not Upheld
from the Actions dropdown menu

Actions

* Actions

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

Concur with Misuse Reconsideration Determination Memo (Manager)
Concur with Misuse Reconsideration Determination Memo (Director)

Do not Concur with Misuse Reconsideration Determination Memo (Coach)
Do not Concur with Misuse Reconsideration Determination Memo (Manager)
Do not Concur with Misuse Reconsideration Determination Memo (Director)
/| SE pheid
viisuse Reconsideraton Determination Memo should be sent for OIG Review
OIG requests for a Hold

Debt Memo for SSD sent

Debt Collection Admin Task has been created

» This ends the EP290 Misuse process
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20. Misuse upheld

>

If Misuse was upheld, the LIE should select Misuse Upheld from the
Actions dropdown

Actions

* Actions

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)

Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review

Concur with Misuse Reconsideration Determination Memo (Coach)

Concur with Misuse Recansideration Determination Memo (Manager)

Concur with Misuse Reconsideration Determination Memo (Director)

Do not Concur with Misuse Reconsideration Determination Memo (Coach)

Do not Concur with Misuse Reconsideration Determination Memo (Manager)
on vith Misuse Reconsideration Determination Memo (Director)

Misuse Not Upheld

Misuse Recansideration Determination Memo should be sent for OIG Review

OIG requests for a Hold

Debt Memo for SSD sent

Debt Collection Admin Task has been created

» The suspense will be placed in the Reconsideration Complete suspense

Claim ID

600205112

Suspense Reason

Reconsideration Complete

Suspense Date

Claim Status

Beneficiary Name

Misuse Record

10/2/2020
Open

PAGANELLI, MAXWELL

rens | W |
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21. Misuse
reconsiderations
sent for OIG
review

» LIE will select Misuse Reconsideration Determination Memo should be

Sent for OIG Review from the Actions dropdown

Actions

* Actions

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

Concur with Misuse Reconsideration Determination Memo (Manager)
Concur with Misuse Reconsideration Determination Memo (Director)

Do not Concur with Misuse Reconsideration Determination Memo (Coach)
Do not Concur with Misuse Reconsideration Determination Memo (Manager)
Do not Concur with Misuse Reconsideration Determination Memo (Director)
Misuse Upheld

icneo Mt | I:whnld

Misuse Reconsideration Determination Memo should be sent for OIG Review
) egue Of @ Ao

Debt Memo for SSD sent

Debt Collection Admin Task has been created

» The suspense will be placed in the OIG Referral suspense

Claim ID 600198476

Suspense Reason Ol Referral ]
Suspense Date 10/2/2020

Claim Status Open

Beneficiary Name MCCULOUGH, FRED

transfer it to P&F Service

» VBMS-Fid will auto establish the EP290 FID-Negligence Determination and
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» The LIE will populate the VACO section of the Misuse Record

MISUSE RECORDS Home / Fiduciary Misuse

General Overview

Allegation VD

Investigation Negligence Determ Required Date of Negligence Determination Negligence Determined
Determination mmiadlyyyy &

No Misuse Found AAM Requested AAM Due Zip Code

Misuse Found mm/ddfyyyy & mm/dd/yyyy B 64105

* Reconsideration

RC Referras

VACO I

» The EP290 Misuse will remain pending. This starts the 14-day OIG period

22. OIG referral

» If OIG requests a hold, the LIE should select OIG requests for a Hold from
the Actions dropdown menu

Actions

# Actions

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

Concur with Misuse Reconsideration Determination Memo (Manager)
Concur with Misuse Reconsideration Determination Memo (Director)

Do not Concur with Misuse Reconsideration Determination Memo (Coach)
Do not Concur with Misuse Reconsideration Determination Memo (Manager)
Do not Concur with Misuse Reconsideration Determination Memo (Director)
Misuse Upheld
M|suse Not Upheld

termination Memo should be sent for OIG Review

Debt Collection Admin Task has been created
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» The EP290 will be placed in the OIG Hold suspense. The EP290 Misuse will

remain pending in this suspense until further guidance is received from
OIG

Claim ID 600198476
[SUSpense Reason OIG Hold ]

Suspense Date 10/2/2020

Claim Status Open

Beneficiary Name MCCULOUGH, FRED

» Miscellaneous diaries will be established at 30-day intervals to control for
OIG responses

» LIE will record all relevant information in the 1G/RC Referral section of the
Misuse Record

MISUSE RECORDS Home [ Fiduciary Misuse

General Overview

|IG/RC Referral

Allegation

Investigation IGIRC Early Consultation

Determination mm/ddiyyyy
No Misuse Found IG/RC Early Consultation Notes

Misuse Found

+ Reconsideration Referral Date

IG/IRC Referral mm/dd/yyyy
Referral To
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23. OIG does not
respond

» If OIG does not respond, does not request a hold, or instructs VA to collect

on debt, then LIE will perform debt collection admin actions and send a
debt memo to finance to establish a debt. The LIE will select Debt Memo

for SSD sent from the Actions dropdown menu

Actions

* Actions

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

Concur with Misuse Reconsideration Determination Memo (Manager)
Concur with Misuse Reconsideration Determination Memo (Director)

Do not Concur with Misuse Reconsideration Determination Memao (Coach)
Do not Concur with Misuse Reconsideration Determination Memo (Manager)
Do not Concur with Misuse Reconsideration Determination Memao (Director)
Misuse Upheld

Misuse Not Upheld

Misuse Reconsideration Determination Memo should be sent for OIG Review

Debt Memo for SSD sent

PenLConecion g Ask Nas been created

» The EP290 will be placed in the Debt Collection suspense

Claim ID 600198476

[ Suspense Reason Debt Collection ]
Suspense Date 10/2/2020
Claim Status Open
Beneficiary Name MCCULOUGH, FRED
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24. Debt collection

> Hub receives notification from finance that the debt has been established.
The LIE will create a debt collection task and select Debt Collection Admin
Task has been created from the Actions dropdown menu

Actions

# Actions

Concur with Misuse Determination Memo (Hub Manager)

Do not Concur with Misuse Determination Memo (Coach)

Do not Concur with Misuse Determination Memo (Hub Manager)
Misuse Found

Misuse not Found

Reconsideration received

Reconsideration not received

Misuse Reconsideration Determination Memo is ready for review
Concur with Misuse Reconsideration Determination Memo (Coach)

Concur with Misuse Reconsideration Determination Memo (Manager)
Concur with Misuse Reconsideration Determination Memo (Director)

Do not Concur with Misuse Reconsideration Determination Memo {Coach)
Do not Concur with Misuse Reconsideration Determination Memo (Manager)
Do not Concur with Misuse Reconsideration Determination Memo (Director)
Misuse Upheld

Misuse Not Upheld

Misuse Reconsideration Determination Memo should be sent for OIG Review
OIG requests for a Hold
Mot Meams far SSH cant

Debt Collection Admin Task has been created

> This is the end of the EP290 Misuse process
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- VBMS-Fiduciary
] VB M S Updating and Maintaining
_ a Beneficiary Record

INSTRUCTIONS FOR LEGAL INSTRUMENTS EXAMINERS (LIEs)

PURPOSE: To assist users with updating Beneficiary & Fiduciary Profiles and WARNING: This is
establishing End Products (EPs). not a formal

document and is
DISCLAIMER: All Claim ID#s, File #s, and names are fictitious and for use only in for Internal Use
the VBMS Fiduciary training environment. Only.

**Ensure user has completed a Beneficiary search from Home screen and selected desired profile prior
to onset of instructions below. **

HOME Home / Search Beneficiaries

Accounting Audit
jioot= Search Beneficiaries

Field Exam
Reports First Name

SEARCH |

Last Name

Fiduciaries

Countries

SSN
Zip Codes

File Number

STEPS ACTIONS

1. Updatinga | » To update a Beneficiary Profile, select View
beneficiary v Users can edit flags and establish dual payees, edit veteran and
profile beneficiary information, update key dates and contact information,
payment information, mailing information and physical address
Flags
: v Physical Address
Veteran Information
Beneficiary Information Same as Mailing Address 7 Fac
Key Date Information Address Type
Contact Information Domestic b
Payment Information Street 1
Mailing Address 54 GOBSTOPPER LN
Fiduciary Information
Fiduciary History Street 3
Funds Under Management
:‘i‘sr::fy Under Management City Siete
CO\;ﬂAppoinmms SUFFOLK VA %
Diary Information * Zip Code +4 Country
\, Point of Contact / 23666 Zip +4 USA
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2. Associating
a fiduciary
profile to a
beneficiary

» Within the View screen in the left-hand banner, there will be an option to
edit Fiduciary Information
v The Fiduciary Information screen will display all information about the
Fiduciary associated with a Beneficiary

Physical Address
v Fiduciary Information
Fiduciary Information
Fiduciary History Fiduciary Name
Funds Under Management @
Funds Under Management Fiduciary Relationship Fiduciary Ty
Mistory
Select a value v Select a
Court Appointments
Fiduciary Fee
Diary Information 0520 Sioned
%
Point of Contact VHA Approved Family Caregiver Program
Notes Has Custody of Beneficiary
Admin Tasks Fid Fee Flag

v' To associate a Fiduciary, select the Search function and choose an
active Fiduciary from the list, then select Accept to complete the
association

Fiduciary Search

Filter Results

Do Not Appoint

0 Actrve MONEY, LOVEY S 13575924638 07oangre

Showing 1- 1081 n ,

3. Establishing
EPs

» EPs can be established from the Beneficiary Information tab of the
Beneficiary Profile
v" On the Fiduciary Manager Home screen users must search for a
Beneficiary record
v" From the results of the search, the View option must be selected for
the Beneficiary
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v" On the Beneficiary Information tab, the user must select Establish EP

E,J

v" The Establish EP window will pop up. Populate fields and hit Submit

Establish EP -

EP Type
Please Select Value ~

= Date of Claim Value

mm/dd/yyyy &8 ’
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Accounting Lifecycle — EP 290 (Generic for Both Court and Federal Accountings)

MVBMS

EP290

LIE Assigned
EP290. Accounting

Accounting

Established

Establish All

Applicable
Tasks

r Note

Received?

Yes

Suspense:

Successful?

Received

LIE Approves
Accounting.

LIE Disapproves
Accounting.

Suspense: Approved?
Accounting

Approved

Suspense:
Accounting
Disapproved

Process

Accounting
Disapproval Process
Successful?

Fiduciary
Requires In-Person
Assistance?

Manually
Establish EP
590

Unscheduled
Field Exam

LIE Creates

EP290

Accounting Waiver

Fiduciary
o o

Coach Approves
Accounting
Waiver?

LIE Uploads
Accounting
Waiver Memo
Approval to
eFolder

Establish
EP590
Successor IA
Field Exam

Misuse

Has Fiduciary
Been Replaced?

Establish

EP590
Successor IA
Field Exam




EP 590 Due Process Lifecycle

JVBMS

Authorize a
Rating

Proposing
Incompetency

VSC/PMC

EP 590 Due Process
Auto-Established

VBMS

Beneficiary Record

Auto-Established

EP 590 IA Auto-
Established

End of Process

EP 590 & Competency

Rating Promulgated &
Authorized in VBMS R

Fiduciary Service Representative (FSR)

EP 590 Due
Process Closed
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EP 590 Field Exam

W VBMS

EP 590 Established

1

FE Assigned Case.
Suspense: Field
Exam Assigned

Field Examiner (FE)

FE Adds
Development
Activity to EP.
Suspense: In

Development

Development
Activity
Complete?

Select Complete
Development in
VBMS FID.
Suspense: Typing
Field Exam

FE Completes Field
Exam Report and
Selects Ready for

Validation

Fiduciary Service Representative (FSR)

Review Field Exam

Reports and Letters.

Suspense: Field
Exam Validation

Field Exam
Reports & Letters
Complete?

Select Incomplete

to Return to FE

Generate Letters

1

|

for Auto-Upload to | Select Promulgate PLromngate & ’
the eFolder and i Award in
S0 cenal ‘ ‘ Award J ‘ VBMS-A
Mailing
End of
Process
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EP 290 Fund Usage Review

JVBMS

Suspense:
EP 290 Fund Awaiting Bank fank Statement
Usage Statements. Recavad?
Established EP 290 Manually )
Assigned to LIE

Suspense:
Pending
Review

Additional
Evidence
Needed?

No

Irregular Funds

Suspense: In

Development

issing Docs
Solicited
Twice?

EP 590 Fund
Usage Field

Exam
Established

LIE Sends Letter
N Requesting
Missing
Documents

Phone Assistance
Successful?

Establish EP

290 Misuse

Usage / Red Flags
Exist?

Establish Any

Relevant
Tasks

Misuse

vii
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| €P 290 Misuse

[VBMS

Suspense: Allegation Aot Pandr
Received. 2

EP Misuse Assigned
toLIE.

Field Bram

Required?

UE drafts VA Form
35372 and Requests.
Investigation.
Suspense:
Investigation

Assi

FE Conducts Field
Exam and Completes
Misuse Investigation

Report.

Suspense:
Investigation
Complete.

UE Completes

Determination.

£P 290 Auto
Closes

UE Indicates
Reconsideration
Received.

UIE Completes

Misuse Coach & Hub.
Manager (FHM) & RO
Director Concur?

Next Steps are Taken to
Control for the Misuse

Protocol.
‘The System Establishes EP
290 FD-Negl

to PEF Service.
Suspense: OIG Referral.

14-Day 016
Period Begins.

€P290 Auto
Closes

Notification from

Collect on Debt.

UIE Updates Suspense

at30.Day Intenals to

Requests for Hold

Or 0IG Instructs to
Collect on Debt.

No Response Received.

Established.
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