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After you have established the End Product 

for Due Process (EP 600), you have to add a 

contention in order to access the “Letters” 

chevron in VBMS. 
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1. List the contention.  For this 

type of claim, “Drill Pay” will 

suffice. 

2. The classification selection will 

be “Miscellaneous”. 

3. Use the date of claim as the 

date of your contention. 

4. Select the Type.  Generally, for 

non-rating issues, “New” will be 

your selection 

5. For “Medical”, you will want to 

select “No”. 

6. Select “Save” after you have 

input all required information 
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Click “Add New Letter” to 

bring up the letter 

options, selecting “Drill 

Pay Letter” 

This is the screen where you will 

begin to input the information 

required to fulfill the due 

process requirements. 

You can select “Edit All”, which 

will expand all of the areas at 

the same time, or; 

You can select each portion of 

the letter individual by clicking 

the icon. 
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1. Insert the number of reported days from the 

front page of the VA Form 21-8951 

2. Insert the Fiscal Year from the front page of the 

VA Form 21-8951 

The number of 

suspense days will be 

automatically 

populated 

If your adjustment will create an 

overpayment, select “Yes” 

If your adjustment will not create an 

overpayment, select “No” 
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1. Insert the Total VA benefit the 

Veteran is currently receiving 

(Found is the Awards/Ratings tab 

of the Corporate Inquiries screen in 

SHARE) 

2. Insert the amount you propose to 

withhold (Total compensation 

Veteran was receiving  on the last 

day of the Fiscal Year) 

3. Insert the amount that is the 

difference between two amounts  

4. Insert the date which the reduced 

rate will take effect 

5. Insert the Total VA benefit the 

Veteran will receive after the 

adjustment period 

6. Insert the amount of the 

withholding after the adjustment 

period (this amount should be 

$0.00) 

7. Insert the amount that is the 

difference between two amounts  

8. Insert the date which the rate will 

take effect 
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After you input all of the required information, be sure to click “Save”.   

You will see that the yellow triangles have turned into green 

checkmarks.  If you are missing information, your screen will highlight 

in red the areas that require attention. 

Once you click “Preview”, a draft version of the letter will open in a 

separate window. 

 

To get back to the screen in order to Finalize Letters, simply click the 

“Letters” chevron again 

 

From the Letters screen, you can perform the following tasks, 

1. Finalize Letters using the icon in the upper right corner of the screen 

2. Edit the fields of the letter by clicking the pencil icon on the left side of the 

screen 

3. Delete the entire letter using the red trashcan icon on the right side of the 

screen 


