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Uploading VETSNET Awards and PCGL Decision Notification Letters into Veterans Benefits Management System (VBMS) 
The following is a step-by-step procedure for uploading VETSNET Akwards and PCGL decision notification letters into Veterans Benefits Management System (VBMS). This procedure will address how to save VETSNET Awards documents using Microsoft OneNote in preparation for upload into VBMS.  This procedure also provides guidance on clearing the OneNote cache from your hard drive. 
Primary Audience: VSRs and  SVSRs 
	Uploading VETSNET Award Documents using OneNote

	
	Step
	Description

	Step 1
	Set-up Microsoft OneNote
	1.1  Ensure Microsoft OneNote is set-up on your computer and that OneNote is   
 set as your default printer. 
If you have never used OneNote before, you will need to open the program once:

· Click the “Start” button, then select “Microsoft Office”, and open “Microsoft OneNote 2010”. 

· Once opened, click the radio button for “Yes” (Recommended). 

1.2 After  the program  opens, delete the 3-4 tabs on the right

 hand side of the page by right clicking on each and selecting “Delete.” 
1.3 Using the “X” in the top right corner, close out of the Microsoft

OneNote program. 

 

	Step 2
	Authorizing Award
	2.1 After authorization of award in VETSNET Awards, the Senior 
      Veterans Service Representative (SVSR) (or supervisor, if a third signature is 

      required) will select “Yes” when asked if they want to re-print the award. 
2.2 When you click to print the award, the following pop-up boxes 
       will appear:

[image: image1.emf]
2.3 Click OK, which  loads the image into Microsoft OneNote.  



	Step 3
	Saving Award Document in Microsoft OneNote
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3.1 Click File 

3.2 Click Save As

3.3 Click Section

3.4 Click PDF

3.5 Click Save As 



	Step 4
	Upload into VBMS and Deletion from Microsoft OneNote
	4.1 Save to your desktop or designated folder for upload to VBMS.  For complete 
      guidance on uploading documents into VBMS, please 

      refer to “Uploading Documents into VBMS Job Aid” on the 
      VBMS   Resources Page
When uploading the VETSNET Award into the VBMS eFolder, use the following indexing values:
· Subject Section – VBA Compensation and Pension Award   
· Document Category  -Awards/Disallowance
· Document Type – VETSNET Award Print
· Source – VBMS
· Date of Receipt Section – The Award date
4.2 Once saved and uploaded into VBMS, return to the OneNote page 
       where the image is located and delete the tab on the right side of the 
       screen.
NOTE: If you do not delete the tab where the image is located, OneNote will 
              maintain the image and you will continue to add to the same document 
              every time you use the program.This could potentially cause a 
              document to be uploaded into the wrong Veteran’s file,which is a PII 
              violation. 



	Clearing the OneNote Cache

	
	Step
	Description

	Step 1
	Clear OneNote Cache
	As employees print to OneNote in order to upload documents to VBMS, OneNote keeps a cache of the printed documents on the C drive. Over time, this cache consumes a larger percentage of the hard drive. The cache must be cleared daily to avoid overloading the hard drive. 
1.1 Right-Click on the Start Button and click “Open Windows Explorer” (or press the + E 
      or  the folder icon in the taskbar if they are present). 
1.2 In the Browsing Pane (on the left of the Windows Explorer window), click on the (C:) drive
      under the Computer heading. 
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1.3 Double-click “Users” and then double-click on your username. 

1.4 Press the Alt key, which will make the file menu appear. Click on “Tools” and then click 
“Folder options…” 
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1.5 In the dialog box that appears, click on the View tab at the top and select the radio button 
      titled “Show hidden files, folders, and drives.”  Then click Apply (Apply will be grayed out           

      if this is a default option). 
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1.6 Close the “Folder Options” window and double-click on the “AppData” folder located in 
      your username folder.
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1.7 Open the AppData folder, double-click to open the folders in the following path: Local  
      Microsoft  OneNote 
1.8 Once in the OneNote folder, you should only see one folder, which is named “14.0.” 
      Highlight the folder titled “14.0” by left-clicking on it once. Then simultaneously press   

       Shift + Delete on the keyboard to permanently delete this folder. This clears the  

       OneNote cache. OneNote will generate a new “14.0” folder each time you print to 
       OneNote. 
[image: image7.emf]
NOTE: If you don’t press the Shift key while deleteing the “14.0” file, it is only sent to  the 
             Recycle Bin. This only moves the file to a new location within the hard drive. If you 
             have been deleting files to the Recycle Bin, you’ll need to empty your Recycle Bin to 
             reclaim the disk space used by the OneNote cache. 

1.9 In the address bar at the top of the Windows Explorer window, click on “Microsoft.” 
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1.10 Left-click and drag  the “OneNote” folder to the Favorites section of the browsing pane on 
        the left. A popup box under the folder will appear and say “Create link in Favorites,” 
        release the left mouse button. This will place a folder called “OneNote” in the Favorites
        section of the browsing pane. This folder is a shortcut that will take you directly to the 
        OneNote folder you  earlier. 

[image: image9.emf]
1.11 When the you need to delete the OneNote cache needs to be cleared again,  open 
        Windows Explorer or My Computer, click on the OneNote folder in the Browsing 
         Pane, and delete the 14.0 folder by pressing Shift + Delete simultaneously. 




	Uploading the PCGL Decision Notification Letters

	
	Step
	Description

	Step 1
	PCGL Decision Notification Letters
	1.1 After review and approval of letter by the Authorizer is complete, retrieve
the PGCL decision notification letter from the shared drive. 
1.2 Date the letter and save as PDF to your desktop or designated folder used 
      for upload into VBMS. If before the time established by local 
      management for print cutoff time, enter today’s date. If after the locally 
      established print time, enter tomorrow’s date (or next business day). The 
      PDF will not have the VA seal.
Note 1: Refer to Uploading Map-D Documents in VBMS TIP Sheet for 
              further instructions on applying date and saving document.

Note 2: You cannot enter a future date in the “Date of Receipt” section when
              uploading a document into VBMS. If the notification letter is dated  

              the following day, or next business day, enter today’s date or wait 
              until the next business day to upload. The upload date must match  

              the notification letter date. For further instructions on this procedure, 
              refer to the Uploading Map-D Documents in VBMS TIP Sheet.
The letter date should always match the VBMS upload date.

1.3   Upload PCGL letter into VBMS. For complete guidance on uploading
        documents into VBMS, please refer to “Uploading Documents into  

        VBMS  Job Aid” on the VBMS  Resources Page.
When uploading a document into the VBMS eFolder, use the following indexing values:
· Subject Section - Notification Letter 
· Document Category  - Correspondence – Notification Letters
· Document Type – Notification Letter
· Source – VBMS
· Date of Receipt Section – The notification letter date 
Note 3: This date of receipt date should match the upload date.
         


SYSTEMS

MICROSOFT ONENOTE  is a tool for collecting and organizing research to create reports, proposals, and presentations. Folders, sections, and pages are utilized to categorize, store, and revisit information and to organize. For purposes of this TIP sheet, OneNote will be used for PDF document conversion. 

VBMS (Veterans Benefits Management System) is a web-based application designed to support end-to-end claims processing through a consolidated portal. End-to-end claims processing provides functionality required for the following claim functions: establishment, development, rating, award, and appeal. VBMS is designed to help users find information faster and manage their workload more efficiently, as well as providing users with the tools needed to consistently deliver a superior claims experience to our Veterans. 

VETSNET is a suite of systems comprised of Modern Awards Processing-Development (MAP-D), Rating Board Automation (RBA 2000), Awards, Share and Control of Veterans Records System (COVERS). All of these programs are considered as part of the “Legacy Systems.” 

REFERENCES
1. VBMS Job Aid 
2. Compensation Service TIP Sheet
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