VONAPP Trainee Handout


Veterans on-line application

VONAPP

  TRAINEE Handout

	PREREQUISITE TRAINING
	Prior to this training lesson, the trainees must have completed COVERS, SHARE, and MAP-D.

	PURPOSE OF LESSON
	The purpose of this lesson is to provide an overview of identifying a Veterans On-line Application (VONAPP). 

At the completion of the lesson you will be able to:

· Define accurately what is VONAPP

· Identify the benefits of using VONAPP
 Given the “VONAPPS Download/Print Function Check List” located in the trainee handout you will be able to correctly download a VONAPP application

· Given a list of VA forms you will be able to distinguish from the list correct forms that can be used in VONAPP

	Time Required
	1-hour classroom; 30 minutes for a demonstration of downloading VONAPP applications and 30 minutes practical exercise.  

	Materials/ Training Aids


	· VONAPP PowerPoint Presentation
· VONAPP Trainee Handout
· Blank VONAPP Form


References
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VONAPP User Guide

M21-1MR, Part III, Subpart ii, 1.A.3.c., Processing VONAPP Claims Without Hard- Copy Signatures

M21-1MR.I.1.B.3.b, Notification Requirements for Complete or Incomplete Applications

http://vbaw.vba.va.gov/bl/21/Systems/vonapp.htm
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What is VONAPP?
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The Veterans Benefits Administration (VBA) provides numerous services for veterans, many of which require that the veteran fill out the appropriate forms and submits them to VBA for processing.  Currently, the Compensation and Pension Service (C&P) receives paper copies of the VA Form 21-526 used to apply for compensation for service-related injuries, and for pension for health problems, which are not, service related.  The vocational Rehabilitation and employment service (VR&E) receives paper copies of the VA Form 28-1900 used to apply for services and assistance needed to get and keep suitable jobs, or at minimum, to achieve maximum independent in daily living activities.

VONAPP is a U.S. Department of Veterans Affairs (VA) website enabling service members, veterans and their beneficiaries, and other designated individuals to apply for benefits using the Internet.
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Veterans On-Line Application (VONAPP)

http://vabenefits.vba.va.gov/vonapp/main.asp.

What are the Benefits of Using VONAPP?
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No Signature Required.  Submissions of most claims in VONAPP require no signature.  Submitting the VONAPP serves as the signature.

Electronic Date Stamp & Confirmation.  The earlier VA receives the claim the faster, instead of waiting for it to travel through the mail.  Additionally the claimant will receive a confirmation number documenting VA has received the claim. 

As of May 16, 2008 claims for VA Compensation and/or Pension benefits submitted online via VONAPP do not require a physical (wet) signature to be considered complete. The electronic submission of a claim is sufficient for VA to accept the claim as formal and to adjudicate Compensation and/or Pension benefits. This also applies to VONAPP benefit claims for Education and for Vocational Rehabilitation & Employment.
On-Line Help.  VONAPP offers on-line introductory, navigational, and topic help screens and will guide you through your form by providing guidance specific to the claim being prepared.

VA Forms in VONAPP
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VA forms currently available in VONAPP include the following:

· VA Form 21-526, Veteran’s Application for Compensation and/or Pension     

· VA Form 21-530, Application for Burial Benefits

· VA Form 21-686c, Declaration of Status of Dependents

· VA Form 21-4138, Statement in Support of Claim                     

· VA Form 22-1990, Application for VA Education Benefits  
· VA Form 22-1995, Request for Change of Program or Place of Training  

· VA Form 22-5490, Application for Survivors' and Dependents' Educational Assistance  

· VA Form 22-5495, Change of Program or Place of Training Survivors' and Dependents' Educational Assistance  

· VA Form 28-1900, Disabled Veterans Application for Vocational Rehabilitation

Additionally, VONAPP now allows veterans and claimants to append attachments up to 5MB in size to their electronic claim forms (attach up to 5 electronic files). 

Must be one of the following file types VONAPP can accept:

· .doc (Word document file) 

· .xls (Excel spreadsheet file) 

· .gif, .jpeg, .jpg, .bmp, .tif (picture files) 

· .txt (text file) 

· .pdf (Adobe Acrobat file)

Power of Attorney (POA)

With the addition of this new functionality, a recognized Power of Attorney (POA) may submit claims via VONAPP on a veteran’s behalf. However, the POA must attach a properly signed VA Form 21-22 if one is not of record, along with a signature page for the application being filed. Unpaid creditors, such as funeral homes, who are applying for burial benefits via VONAPP must attach the appropriate signature page signed by the individual(s) who authorized services. 

Processing a VONAPP claim

M21-1MR.III.ii.1.A.3.c
Consider Veterans On Line Applications (VONAPP) claims to be substantially complete, even though there is no hard-copy or handwritten signature. The successful submission of an electronic application in VONAPP satisfies the signature requirement and is acceptable for VA purposes. 

Note: Normal development procedures and rules of evidence apply to VONAPP claims. 

The following table summarizes steps for processing VONAPP claims after receipt of the electronic VA Form 21-526, Application for Compensation and/or Pension:






Common Download/Print Functions
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Download/Print is a main menu choice.   It can also be accessed using the VONAPP logo in any page while in the administration module.

Selective View/Print is used for previously downloaded claims.  Once you have chosen the correct form, you will see a list of all claims downloaded to your RO.  You may view each one individually or print a hard copy of a claim.  If no downloads have been made from your RO, you will receive an error message stating that there are no records to view and you will be taken to the main menu page.  If a problem occurred during the downloading and a claim cannot be accessed, you may choose the specific claim to view and/or print. 

Download submitted by date is used if you need to download the claim again.

Download all pending is utilized to download all claims that have been submitted for your RO.  You will be taken to the Select Application page where a dropdown box of the forms are available.  Once you have chosen the correct form, you will see an amount of claims ready for downloading.  Click “Download” will begin the process. 

WinZip will be displayed with a choice of opening the file or saving the file to a specific location.  If you do not have WinZip loaded on your machine, you will still see a pop up, but the open choice will be grayed out.  You want to choose to save the file.

Save a File will be visible, when a pop up box will appear asking where you would like to save the downloaded file, and what would you like to name it.  Once you have named the file and chose the location, the claims are bundled, zipped and downloaded.

View the contents of the file using WinZip by simply double click on the zip file and the WinZip start window will be brought up.  To unzip a file, you will choose to “extract” and choose the location for the unzipped files.  Tow files are created for each claim.  Make sure you save theses two files in the same location.   To view claim you would double click on the fdf type file. 

Download by Date Range is used when a batch of claims have been downloaded, and for whatever reason the claims need to be downloaded again.  As with the first download, you are given the dropdown of form choices.  You are also given the ability to enter a date range so you may specify which date you need to download again.  Once you have chosen a form and entered a date range, click “OK”.  This will bring up the amount of claims that were downloaded during the time frame/ Clicking on “Download” will begin the download process.

Download All Pending, a pop up box will be displayed so you may designate where the file should be downloaded to and what the name of the file should be (or you may choose the default name given).

Note:  When a batch of claims is zipped for download, a form#_ claim ID_r.fdf and form#_claimed_r.pdf file are created for each claim.  When the downloaded file is unzipped, both files (fdf and pdf) must be saved in the same location.  The pdf file is the template form and the fdf file is the information from the claim.  To view a claim, double click on its fdf file from Explorer. 
VONAPP Administrative Functions

 Check List

	VONAPP Admin Access 

	Yes
	No
	Make sure you have the following software to run VONAPPS:

1. Microsoft Internet Explorer 4.01 with 128 bit encryption

2. Acrobat reader version 4.05

3. WinZip



	
	
	Have you requested and received VONAPP admin access from VACO?  (Please contact your supervisor for access prior to submission to VACO) 

1. Log into VBA Intranet

2. Type in https://vonapp.vba.va.gov/vonapp_admin/
         (Suggest you make this a “favorite”)

3. Click here to request access

a. User Name- 8-15 characters 

b. Full name

c. Password 8-15 characters

d. Confirm your password

e. Select your RO from the drop down

f. You will get a message that approval is pending. 



	Access the VONAPP Admin Module

	Yes
	No
	Log into the VBA Intranet

	
	
	Type or select the VONAPP module address:

https://vonapp.vba.va.gov/vonapp_admin/


	
	
	Type in your User name and Password

	
	
	After clicking on OK, you will access the VONAPP Admin Menu


	Download/Print Function

	Yes
	No
	1. From VONAPP Admin Menu, click on Download/Print on the upper left of the menu bar.

Pop up box will give (3) three choices:

a. Selective View/Print

b. Download All Pending

c. Download Submitted by Date

	
	
	2.  For all pending for your RO, select Download All Pending, you will get the Download All screen.

a. Select the application you want to download (i.e. VA Form 21-526)

b. You will then see the number of applications awaiting downloading

c. Click on Download

d. Choose to save the file

e. A second pop up box will display (where do you want to save the downloaded applications and what you want to the name the zipped file (you may choose the default name) 



	
	
	You must set up a separate folder in a shared RO directory and use it exclusively for VONAPP download files.

Note:  For files in the RO VONAPP folder, retain the file name given it automatically.

	
	
	After the file is downloaded to the VONAPP folder, you can look at each application, which is in the download.  

Note:  You must unzip each application before you can look at it and print it.   Each application will have both pdf and ftf file.  These two must always remain together even when an application is emailed (If you have 3 applications to look at, you will see six files.  

	
	
	Click on the ftf to have Acrobat open it.  Once it is open, you can read and print it.  Go to File, then Print.

You can then close the Acrobat screen.

 


	Transfer Claims Feature 

	Yes
	No
	Claims may be transferred from one office’s jurisdiction to another’s by using the Transfer Claims feature in VONAPP.  This feature is found under Administration, Transfer Claims.  

Note:  Only claims that have already been downloaded can be transferred.

	
	
	1. Click on the arrow in the drop down box and select the type of claim. If there are claims for this form, you will see the screen as shown below.



	
	
	2. Select the claim you want to transfer and click on Transfer in the upper right corner of the screen.

A pop up box will appear.  Here, choose from the drop down RO list an RO to which to transfer the claim and click “OK.” 



	
	
	3.  Once the receiving office receives the claim, the VONAPP date stamp will be updated with the receiving offices name, but will retain the date and time it was received in the original office , to which the claimant first submitted. The receiving office will see the transferred claim as a new claim, which it must download.


For technical problems please email VONAPP Mailbox at VONAPP.VBACO@va.gov  (or https://iris.va.gov, click “ask a Question, then select “VONAPP Issues” from the “Select a Topic” drop-down box.)

Practical Exercise

Read the questions below and use your Trainee Handout to answer each of the following:

1.  Give (3) Three examples of the current forms that are available in VONAPP.

2.  As of what date, claims for VA Compensation and/Pension benefits did not require a “wet” signature? 

3.  What command(s) would you use to down load previously downloaded claims?

4.  Please describe the correct steps to download a VONAPP application (i.e. 21-526) for your RO.

5.  Give the correct steps to transfer a claim from one office jurisdiction to another jurisdiction.    

1


Review to see if claim is substantially complete.





2


Establish appropriate EP (110, 010, 180). The date of claim is electronically printed in the upper right corner of VONAPP 21-526.








3


Initiate development action by reviewing the claims folder to:


Determine what evidence is necessary to support the claim, and


Request it from the claimant.











Determine what evidence is necessary to support the claim, and 


Request it from the claimant. 











IMPORTANT


Effective September 10, 2009 VONAPP will route Quick Start pre-discharge claims to either the Winston-Salem or San Diego consolidated processing site (CPS) depending upon geographical location. Quick Start claims include VA Form 21-526 claims for compensation only where a service member has 1 to 59 days remaining in service based on his or her release from active duty date.
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