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[bookmark: _Toc50034223][bookmark: _Toc269888405][bookmark: _Toc269888748][bookmark: _Toc278291133]Objectives
· [bookmark: _Hlk49332422][bookmark: _Hlk49332399][bookmark: _Hlk49332434]Explain what CBCM is and the August 2018 update in the Veterans Business Management System – Awards (VBMS-A) program.
· [bookmark: _Hlk49332445]Demonstrate how to create a Package in VBMS-Core and VBMS-A.
· Recognize the Package status in VBMS-Core.
· Identify the actions required of each status: Draft, In Progress, Success, and Failure.
[bookmark: _Toc50034224]
References
· M21-1 1.1.B – Duty to Notify Under 38 U.S.C. 5102 and 5103
· M21-1 1.3.B – A Representative’s Right to Notification and Review of Records
· M21-1 III.ii.1.B – Mail Management
· M21-1 III.ii.1.B – Evidence Requested from the Claimant
· M21-1 III.v.2.B – Decision Notices
· Awards Job Aid
· CBCM August Update
· CBCM Glossary Quick Reference
· CBCM Job Status Quick Reference 
· Centralized Printing FAQ
· Core Job Aid
· Preparing Files for Centralized Printing (QA July 2020 Call)
· Tips for Using Centralized Printing Successfully
· VSO Addresses 






















[bookmark: _Toc50034225][bookmark: _Hlk49346842]Topic 1: Purpose and Benefits of Centralized Benefits Communications Management (CBCM) Phase One – Centralized Printing

Centralized Benefits Communications Management (CBCM) is a Veterans Benefits Administration (VBA) initiative designed to provide greater choice for claimants and beneficiaries in how they receive correspondence from VBA. 
The Veterans Benefits Management System (VBMS) is the primary connection to Centralized Benefit Communication Manager (CBCM).  The new functionality allows correspondences to be sent to Centralized Printing through VBMS-Core and VBMS-Awards (VBMS-A).
Automating the way we notify our Veterans and their beneficiaries provides a faster more efficient means of notification aiming to centralize delivery of out bound communication across all business lines in VBMS.  Updates will allow the Veteran Service Representative’s (VSR) more time to process claims and reduces the risk of Personal Identifiable Information (PII) violations. 
In August 2018, VBMS-A was updated so that it mirrors VBMS-Core’s Package Manager interface for Veteran Service Officers (VSOs) co-located at Regional Offices (ROs).
Claims processors will continue to follow manual guidance for private attorney representatives, addressing correspondence to the attorney’s address listed on VA Form 21-22a Appointment of Individual As Claimant’s Representative and/or referencing the address list in the Office of General Counsel (OGC) database.
Centralized Benefit Communications Management (CBCM)

	CBCM is a new VBA initiative aiming to centralize delivery of out bound
communications across all business lines in VBA.

CBCM’s goals are to provide greater choice for claimants and representatives in how they receive correspondence from VA (either through electronic means or by paper copies)






Commonly Used Terminology
The following are a few commonly used words used when referring to Centralized Benefit Communication (CBCM) and Centralized Printing:

· Centralized Printing – Describes the functionality implemented with phase 1 of CBCM, this term may also refer to VBA’s print vendor who completes the printing and mailing of the documents..
· Package Manager – Functionality in VBMS which allows the user the ability to create a package, add documents to a package, and indicates the recipient(s) of the documents.  The interface is integrated with VBMS-A application.  Packages created in the Letter Interview functionality are provided to the CBCM Vendor. 
· Package – a group of documents in a particular order (i.e. 5103 Letter, VA Form 21-4142/4142a, and incomplete form.

Review the CBCM Glossary Quick Reference attached to this lesson for additional words related to centralized printing. 

Federal Tax Information (FTI):
VBMS is not an approved system for storing FTI information.  Therefore, you must not add any documents to the VBMS eFolder that contain FTI or create a package for Centralized Printing using a document containing FTI. 
If you discover FTI in VBMS follow the guidance in:  X.4.B.2.d.  Removing an FTI Document Within VBMS and Securely Storing Within LCM.  

[bookmark: _Toc46912538][bookmark: _Hlk46925236]

[bookmark: _Toc50034226][bookmark: _Hlk49346912]Topic 2: Creating a Package in VBMS-Core
Creating a Package in VBMS-Core

A Package is created in VBMS-Core in two ways:
1. Automatically, when a letter is finalized.
2. Manually, in Package Manager under the “Veteran” tab.

Creating a Package via Letter Finalization
When a letter is finalized in VBMS-Core, VBMS will automatically create a Package in the Letters Chevron.
These letters include:
· Finalization of a letter on the Letters Chevron of the Claim Details Screen.
· Generation of the Request for Application letter through claim establishment
· Generation of the Standard 5103 Notice through claim establishment.
A green “success” banner appears with a link to Package Manager.  Click the “here” link to complete the process of creating a package.  The banner message will only appear when the letter is generated in the Letters Chevron.   
[image: ]
Click “here” to be automatically directed to Package Manager and complete the process of creating a package. 

See additional steps for this process in Sending Packages in the VBMS-Core Job Aid, pages 7-14.
[image: ]
Package Manager will open to the “Distributions” tab. Select the name of the package which was just created.  The package name will be based on the letter name and date of the letter just finalized.  The status of this letter will show as “Draft”.
Finalizing the package for distribution will be discussed below. 
Creating a Package in Package Manager
The next several screenshots will exhibit how to create a Package in Package Manager, adding documents, and deleting a package.  This process is not applicable for letter finalization in VBMS-Core.  If a letter is finalized in VBMS-Core a “Draft” package is automatically created in Package Manager.  
A package can be created manually by opening the “Veteran” tab and selecting Package Manager.
[image: ]
Once the user selects Package Manager, VBMS automatically directs to the main page of Package Manager.   

The main screen in Package Manager defaults to “Distributions” tab.  From this screen the user will choose the “Create” tab in the upper right side of the screen. 

[image: ]

The Create dialog box will appear.  When creating a new package, select “New Package” and then “Create”.
[image: ]

The next screen will display the Package Name as “New Package”.  All packages require a name.  Name the package based on the request being made and the correspondence date (i.e. “Due Process Notification – 12/31/17").  
[image: ]
Note: all fields with an asterisk (*) need to be completed.  
[image: ]Once the document has been named, click on “Add Documents”


Selecting “Add Documents” will take the user to the “Add Documents to Package” screen.
Most of the letters/packages created will require standard enclosures.  From the eFolder’s documents drop down choose “Standard Enclosures”.  A list of standard enclosures will populate in the left hand column.  Chose the appropriate forms, use the arrow to move the forms to the column on the right.
[image: ]Choosing Standard Enclosures will populate all Standard Forms in the lower left column.




Chose the appropriate document(s) then click the arrow in the middle of the columns to move the document(s) to the right side column.












Users can also select items from the Veteran’s eFolder by choosing “eFolder Documents” from the top left hand of the screen.  

[image: ]		Following the same process of moving the documents from the left column to the right.  Then click “Add Documents”.  

Note:  letters created in either the Personal Computer Generated Letter (PCGL) or Letter Creator program will be sent after the letter has been uploaded to the eFolder.
When all documents have been added to the package, the user clicks on the “Recipients” tab.  User will choose the appropriate recipients, either an individual or an organization.  
[image: ]
User will choose either Individual or Organization.  User may also choose, “Veteran is Recipient”. When this choice is selected the Veteran’s information will populate the screen.






[image: ]User may receive a warning message to overwrite the information if the information has already been entered.



If “Organization” is checked, the user can select the Co-located Organization check box and choose an organization located within the RO.  User does not need to enter an address for co-located organizations.



							


[image: ]Once all the information is verified, click “Save”



Once the information has been saved a yellow dot appears next to the recipient’s name, indicating a draft distribution has been created.
[image: ]

The package status will display as “Draft” on the left side of the screen, to send the package click on “Send Package” tab. Verify the package has been sent when the yellow dot changes to a yellow envelope and the status changes to FINALIZED.  Recipients cannot be edited once the package is finalized.  Once the package is finalized the document package is communicated through CBCM to the centralized vendor.

[bookmark: _Toc50034227]Topic 3: Identifying the Status of a Package
Users can search for packages and check the status of sent packages from Package Manager.   The screen will default to display the “Distributions Tab” from this screen users can identify the status of each package.  

“Distributions Tab” status messages:
· Draft, yellow dot; The package is not finalized. This status means the user must finalize the package to be sent. 
· In Progress, yellow envelope; The package is finalized and sent to Centralized Printing. No action is needed.
· Success, green checkmark; Centralized Printing received and accepted the package. No action is needed.
· [image: ]Fail, red exclamation point; Centralized Printing received the package, but unable to print it. User should contact VAVBAWAS/CO/VCIP
[image: ][image: ]
[image: ]

“Packages” status messages:
· New, blue circle; The package has not been finalized and sent. User needs to finalize and send package.

· Finalized, green circle; The package has been sent to Centralized Printing.  No further action is needed.

[image: ]Users can delete packages in “New” status.  Delete a package by clicking on the trash can icon 


[bookmark: _Toc50034228][bookmark: _Hlk49844398][bookmark: _Hlk49346951]Topic 4: Creating a Package in VBMS-A
After generating an award in VBMS-A, navigate to “Award Letter Interview” and select  “Gen Letter.” 
Click “Enclosures”
[image: ]

Note: Package Manager sends the documents you indicate. Only add documents that are not already in the Letter Preview. 

To send additional enclosures, specify the recipients, using the “Enclosures” tab:

· Select “N” under “Part of Award Ltr,” if it is not a part of the normal award package.
· Select the recipient(s) using the pencil scratchpad icon.
· Enter the “Enclosure Order.”  For example, if this enclosure goes first, then place a 1 in the space.

[image: ]


After building the package, navigate to “Recipients” tab and ensure recipients’ addresses are correct.  Additional recipients can be added by selecting the “Add” button.
[image: ]

With the CBCM VSO co-location updated functionality, if the claimant has a Veteran Service Organization (VSO) associated to their profile, the VSO information will automatically populate with the “Local Station of Jurisdiction” (SOJ).

Next, choose the delivery method from the “Recipients” tab choose from the drop-down under the “Delivery Method” column.  The two choices are:

Print Local:  the correspondence package will be sent to a local printer
Print Central: the correspondence package will be sent to the CBCM facility for distribution 

Note:  If the Award requires concurrence, the delivery method and recipient information will continue the Authorizer’s changes.

The promulgating VSR will select “Print Central”.   After making all the selections click on the “Accept” button.  

To check on the status of the package, from the Awards Correspondence Screen user can verify the packages status in the “Distribution Status” column. 
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The chart below provides the status’s, Explanation of Status and Action needed.

[image: ]



Creating Packages in VBMS-A Authorization Review

Navigate to the Correspondence Summary to review a snapshot of both “Recipients” and “Enclosures” tabs.  Authorizer can make edits to either recipients or enclosures in their respective tabs


[image: ]







[image: ]Authorizers will receive the following message when a “Print Central” letter is authorized and successfully sent to Package Manager.






[image: ]If the package failed to submit, the message will refer the user to the Package Manager.


								











The “Recipients” tab status displays “In Progress” under the Status column when a submission is successful:

[image: ]

For additional information, see “Sending Packages” in VBMS-A Job Aid.
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[bookmark: _Toc50034229]Practical Exercise

1. [bookmark: _Hlk49353401]Describe what Centralized Benefits Communication Management (CBCM) is:

A. A VBA initiative designed to provide greater choice for claimants and their beneficiaries in how they receive correspondence from VA.
B. VBA’s newest project which assists Veterans access their eFolder
C. CBCM is VBA’s initiative to assist claims processors with how they process compensation benefit claims.

2. Restate the steps for accessing Package Manager from the Veteran’s screen in VBMS-Core, 
A. VBMS-Awards>Veteran Tab> Package Manager
B. VBMS-Core>Veteran tab>scroll down to Package Manager.
C. VBMS-Core>Search Bar>Veteran’s Profile>Package Manager

3. A package is automatically created in VBMS-Core when a _______ is finalized.

4. Packages can be deleted from Package Manager, identify the status displayed to successfully delete a package.  

A. In Progress
B. New
C. Finalized
[image: ]
5. Explain the meaning and action if any, of a yellow envelope           under the status column in the “Distributions” tab?

A. New mail is pending, needs review
B. Package is pending additional documents, needs review
C. In process, package finalized, no further action

6. From the “Recipients” tab the identify how the user can sort information:

A. Type of document, name of originator
B. Package name, creation date
C. Package name, date of claim

7.  Describes what happens when the “Veteran is Recipient” box is checked from the “Recipients” tab in Package Manager?  


A. The Veteran is mailed a letter of status
B. The Veteran’s name and address populates the screen
C. The Veteran is sent a text message

8. Explain what was the CBCM’s August 2018 update to VBMS-Awards?

9. Describe the point at which a user can create a package in VBMS-Awards.

A. After adding all dependents to the award
B. After generating an award in VBMS-A
C. After the Notification letter is uploaded to VBMS-Core

10.  When finalizing a package in VBMS-Awards, explain what action needs to be taken when a “Submission Failed” status is received.

A. No user action is needed.
B. User should contact VBVBWAS/CO/VCIP
C. User creates a package via the VBMS-Core Package Manager
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