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This resource guide provides answers to questions asked during the VBA Agent Cashier Virtual Instructor Led-Training (VILT) delivered by Office of Financial Management (OFM) on March 27-28, 2019 and March 5-20, 2020, (recorded training only) respectively. 
[bookmark: _Toc491943808]VBA Agent Cashier Questions and Answers (Q&A)
	Agent Cashier Question
	Agent Cashier Answer

	How do I request CAROLS access?
	For CAROLS access, DMC will need the user to fill out boxes 1-9 of the attached form (make sure to include the users SSN# in box 2), sign the box “sign as the requestor”, then send it to SUPPORTSER.VAVBASPL@VA.GOV . Once DMC receive it, DMC staff will review/sign as the approver and submit it to the proper OIT staff. 



	Can SAO audit combine with an unannounced audit?  Why can’t the SAO memo statement include unannounced audit findings?  Or do these audit memos findings have to be separated?
	Referring to MP4, Part IV, Chapter 17, Section C, Section 2, Unannounced Audit of the Agent Cashier https://vbaw.vba.va.gov/VBAORM/fin/mp4partiv.asp Stations should be evaluating the results/corrective action plans of the unannounced audit that were conducted before the internal control review had taken place. You could do the internal control review concurrently with the unannounced audit, technically, but you’ll still have two separate reports and in accordance with our current procedures, the findings of the unannounced audit are addressed in the internal control reviews (previously known as SAOs).

	With all the discussion of the research in VA programs, I’m just wondering if there was something more in depth that should be taking place?
	For the most part, as Agent Cashiers the primary purpose of your role besides doing the deposit daily is to determine the correct disposition of funds that you receive at the station. The various systems we discussed are for aiding you in determining the correct disposition so that we serve our Veterans/stakeholders with the utmost care and consideration.

	Is the separation of duties waiver a required document?

	Referring to MP4, Part IV, Chapter 9, Separations of Duties Waiver https://vbaw.vba.va.gov/VBAORM/fin/mp4partiv.asp

The separation of duties waiver is required if the Principal and/or Alternate Agent Cashier is also functioning as the Payroll clerk or as a certifier of voucher payments. Please also note that we have a letter template available for stations that determine they will need to request for a waiver. Note: Separation of Duties Waivers are valid for one year after they are approved by the Office of Financial Management. If a separation of duties for the identified employee is still needed beyond the date of expiration, a new request will have to be submitted at that time.

	After receiving checks for the day, the agent cashier must do research for incoming checks and does not have time to make same day checks deposit. How is this handle?
	All checks deposit via OTCnet system must be scanned and deposited on a daily basis regardless of the dollar amount. Per the RO Procedure Guide, Chapter 1, Agent Cashier, D-4, we do suggest for the Finance officer to set up a cut off time closest to the end of the day, e.g. an hour prior to the end of the agent cashier’s tour of duty, to ensure that all checks receive on that day get scanned and deposited into OTCnet. Checks that are receive later than the prescribed cut off time should be locked and secured into the safe for deposit on the next business day.

	How many Agent Cashiers can you have at the station?
	Generally, you must have at least one Principal Agent Cashiers. There is no requirement for the number of Alternate Agent Cashiers you can have at the station, however, we do recommend that you have at least one Alternate Agent Cashier in case the Principal Agent Cashier is not available for foreseen/unforeseen reasons.

	Who do we contact if we run low on FSRs?
	If the item is stocked in the VA Forms and Publications Depot, then employees at the RO can order through their station. Each station has a clerk/PCO who is responsible for ordering forms and publications from the Depot. So, you’ll have the person in charge of ordering forms/publications at your station contact the Depot to order additional FSRs.

	What happened to convenience checks?
	As of October 1, 2018, we no longer allow convenience checks for VBA. This is referenced on the VBA Letter 20-18-08, Section D.

	Are there forms required for transferring accountability? Where are the forms kept for transferring accountability?


	VA 0901 is used for transferring accountability from one Agent Cashier to another person. The forms should be kept and secured by your Finance Officer.


	If your station does not get a lot of checks that total $5,000, how often should we deposit?

	The current policy for deposits is if we’re using OTCnet Check Capture we must do the deposits daily even if it totals less than $5,000. Please refer to TFM Chapter 2000, Section 2055 – Frequency of Deposits. 

	Do you need to use an FSR hard copy receipt if we make a copy in OTCnet? Do we need to keep a copy of the VA Form 1011, Record of Shipment of Valuables also?
	Whereas, yes, electronic version of the FSR is acceptable.  However, you are still required to have a physical FSR that must match up to the electronic version.  We will not eliminate paper FSR's entirely. When cash and negotiable instruments are mailed or shipped by air express or other carrier or transported by the Principal Agent Cashier or other VA personnel, including the transportation of cash to be exchanged for money orders, the Principal Agent Cashier will prepare and retain VA Form 1011, Record of Shipment of Valuables.  The package will be securely sealed in the presence of the two responsible employees who signed the VA Form 1011.

	How do we deposit foreign money?

	Foreign currency needs to be processed through the Deposit Processing module. Please follow the instruction links below for making deposits of foreign currency:
Create a Deposit for Foreign Currency Cash 
Create a Deposit for Foreign Check Item

	Briefly discuss relationship between CAROLS and BDN?

	BDN is VBA’s legacy system that is being phased out from use with the exception of Education. CAROLS is the DMC’s system for tracking debts. The only relationship between BDN & CAROLS is that debts established in BDN will show up in CAROLS if they are referred to DMC for collection.

	Are CARS and CAROLS the same?

	CARS stand for Centralized Accounts Receivable and CAROLS stands for Centralized Accounts Receivable On-Line System. Stations should use CAROLS to inquire whether a debt is in CARS.

	Is the Alternate AC allowed their own set of keys, or is it only the Primary AC?
	There is no restriction on whether an Alternate Agent Cashier should have keys. This requirement is a station level directive as OFM’s financial policies & procedures do not restrict the ownership of keys to only the Primary Agent Cashier.

	What is the policy on date stamping checks?
	All checks deposit via OTCnet System must be scanned and deposited on a daily basis regardless of the dollar amount. Station Finance must maintain a log to record the receiving date of each check. The agent cashier stamps the check "Electronically processed" if the scanner is not programmed to do so.  The agent cashier dates, and time stamps each item and the OTCnet System will assign a unique transaction identifier number.

	Is there a list or set policies of Station Reports we are required to keep? Some reports may longer be needed to be held by the cashier.
	We were made aware of the reports being sent out to the field with no data and are working with the Fiscal Systems to cease certain reports, especially the reports that are being generated for BDN transactions. However, there will continue to be reports that come from Treasury and/or HINES that stations should review which includes the Agency Monthly Report and the Treasury Disposition Report.

	The options for checks I've been given are DMC, USBANK and FMS.  Pretty straightforward if they have a debt, to DMC. Treasury that is not for Dept of Vets Affairs, back to FMS, all others to USBank.  Is this the current process?

	Yes, that is the current process. Checks paid to the VA for debts being managed by the DMC would be sent directly to the DMC, and Treasury checks would be forwarded back to the Treasury unless it was intentionally sent to the station for deposit such as for Attorney Fee withholdings. You may also receive checks from Vendors and/or Schools that would need to be applied toward your station’s debt.

	Is it the Agent Cashiers responsibility to handle the mail of Homeless Vets, or only Checks?
	Our Finance policy follows the C&P policy which states if a claimant or beneficiary is unable or unwilling to furnish a correct mailing address but wishes to continue pursuing a claim and/or receiving benefits, send his/her correspondence and/or benefit checks to the Agent Cashier of the office or center having jurisdiction over the claims folder, or Agent Cashier of any VA facility deemed appropriate. The Agent Cashier will hold the checks for up to 30 days, at which time the disposition of the correspondence and/or checks are as follows:

If a beneficiary fails to collect his/her benefit check from an Agent Cashier within 30 days, then the Agent Cashier returns the check to the Department of the Treasury. Result is This action suspends the beneficiary’s award.

If a claimant fails to collect correspondence from an Agent Cashier within 30 days then the Agent Cashier returns the correspondence to the RO, and RO follows the procedures in M21-1, Part III, Subpart ii, 1.B.6.c-g for handling undeliverable mail.

	We deposited a check that was received from Dept of Corrections regarding an incarcerated Veteran. The Veteran is now deceased and the two checks we deposited must go to appropriations. We are unsure where to move this money in CAATS to make sure the money gets returned to appropriations. (Mar 2020)
	The station has a couple options.
1. They can create a debt in FAS on the Veteran and then send the funds to DMC. 
1. Or they can create a debt in FAS, then create an 08A transaction to apply the “funds” toward the debt they created. Then they must do a station transfer on the funds in 3875 to HINES using CAATS.
The better option would probably be on having them create the debt and then send the funds to DMC.

	We received two separate checks for this VET. Can we combine the total amount and create the debt in FAS? Now, my question is that we received two separate checks for this VET from the Dept of Corrections can we combine these two checks and pick one of the options above? Or do we have to do a separate entry to create a debt? (Mar 2020)


	You can create one debt but if you are sending the money to DMC you will probably need to do two lines in CAATS unless they are combined into one line in 3875.
As for the other option, you can again do one debt and probably one 08A transaction but when you are moving the funds to HINES (ET transaction I believe?) that will also require one or two lines in CAATS depending on how it was deposited and shows in FMS. It’s more of a system limitation but as long as the aggregate amount equals the amount of the two checks.

	Is there any guidance for agent cashiers teleworking 5 days a week? Our RO is cashless and required to telework 100%. (Mar 2020)


	This question cannot be answered at this time, until all VBA business lines to include Treasury come up with new guidance regarding this unique situation.


	IT is having issues setting up the computer for your station to process check deposits thru OTCnet.  If your stations’ OTCnet was down and you have done a manual deposit in several
years.  You process a manual deposit, but the bank is stating that there is no account for your station who would you contact to find this information.  
How can you get IT assistance with setting up OTC net and finding out whom at your station is the check capture administrator? (Mar 2020)
	The station will need to reach out to the OTCnet support who would be able to assist with setting up OTCnet. Another option is to contact your local IT support for assistance. OTCNet support can be accessed at the following link : https://fiscal.treasury.gov/otcnet/contact.html



	If the Agent Cashier receives a refund check for VR&E, due to tuition refund, course dropped, etc. and there is no credit memo of record, is the check returned to the school in a negotiable or non-negotiable status?  (Mar 2020)

	Generally, any check submitted without a proper credit memo established in IPPS will be returned to the facility/school/vendor, normally the same route it was received.  



	Is there a templated memo to send to the school to create the credit memo first prior to submitting the refund check? (Mar 2020)

	You should always consult VR&E first to determine if a credit memo has been established prior to returning the check to the facility/school/vendor.

It is noted in the IPPS Procedural Advisory 20-03:
E. Credit Memos  
“Any payment submitted without a proper credit memo established in the Tungsten Network will be returned to the facility/school/vendor by SSD.”

We recommend a general letter from SSD be created to address the issue; a refund check was received without a credit memo.

Debt letters are located in, MP4, Part IV, Chapter 11, Station Debt: Appendix A 


	Are OTCnet generated Batch List reports, that are labeled as Sensitive but Unclassified, authorized to be uploaded as part of a check deposit documentation package to the specific veteran’s VBMS on-line file? (April 2021)

	It can be uploaded onto VBMS; however, it is recommended to redacting the document for any information that may not be relevant to the Veteran. We do not want to mix a bunch of non-relevant information into the Veteran’s VBMS profile.


	Who or how do we contact someone from the Philadelphia PA US Treasury office if we have specific questions relating to Treasury generated checks and/or operations? (April 2021)

	Philadelphia Financial Center
855-868-0151



	Is there a standardized VBA Standard Operating Procedure (SOP) and/or Operating Instructions (OI) available for Agent Cashier operations? (April 2021)
	CHAPTER 1 . AGENT CASHIER VBA GUIDE
https://vbaw.vba.va.gov/VBAORM/fin/fin241c/ro_guides/Chapter_1_AgentCashier.docx

	Is there a guide or standardized Agent Cashier file plan available? (April 2021)

	https://vbaw.vba.va.gov/VBAORM/alac/docs/OFM_SSC_Individual_Training_Plan_ITP_503_Agent_Cashier_Jun20.pdf

	Who or how do we contact the centralized mail portal (aka Janesville WI and Lackland FL) Quality Assurance Personnel to report issues regarding checks that are being physically held by the contractor for some time (some are received as stale dated) prior to being mailed out to its SOJ VARO?  Does the contract list the frequency (i.e. once a week, once a month, etc.) of when these checks must be/are required to be physically mailed out? (April 2021)

	The checks are supposed to be mailed at least weekly, if not every 3 days. Now, this will all be moot in less than a week, as the mail forwarding orders are going to be turned off and things will return to pre-COVID normal for mail routing. 


	Is there an all Agent Cashier specific distribution email box?  If yes, how do we add personnel to it? (April 2021)

	There is no distribution list for Agent Cashiers now. We usually communicate through the Office of Field Operations for any news regarding SSDs.



	Are Agent Cashiers authorized to perform additional duties or have specific non-related programs assigned to them? (April 2021)

	Please review the policy below:
https://vbaw.vba.va.gov/VBAORM/fin/fin241c/mp4_partiv/Chapter_9_SeparationOfDutiesWaiver.docx

	Why does the VBA instruct on the First Notification of Death letters correspondence to direct the recipient(s) to mail checks to either the Philadelphia PA US Treasury location or VA Debt Management Center?  Personnel are sending non-treasury checks (i.e. personal checks, money orders, cashier’s checks, etc.) to the US Treasury whom in turn forwards it to the VA Debt Management Center because the US Treasury only deals with government issued checks regarding VA issues.  Furthermore, the VA Debt Management Center is also receiving additional checks directly in order to clear a debt that has either been recouped per CAROLS and/or no debt is showing in the veteran’s VBMS file. (April 2021)

	First notification of death should not be included with agent cashier functions, but rather forwarded to VACO for them to review and answer as a policy related item.  The operations mailbox is: OPERATIONS.VBACO@va.gov

	Now that the new US Access Card will be replacing the old PIV cards, has this US Access Card been tested and/or will it work on the OTCnet program/log-in screen? (April 2021)

	You should still be able to log into OTCnet using a username/password. Please make sure update your profile information on ITIM.


	Due to the current and changing VA COVID-19 operations tempo, what is the minimum amount of days allowed prior to depositing checks (i.e. once a week, every 3 business days, VARO director’s discretion, etc.)? (April 2021)

	See attached word document. We are following the allowance given by Treasury which is currently effective till the end of April 2021. We will only extend this exception if Treasury allows it. 


	Is there a possibility in the future of a monthly Microsoft Teams Agent Cashier briefing, Q&A session, and a specific training topic session/meeting?  (April 2021)

	We are currently forming a training team (work in progress), and this will be brought to their attention as something of interest from the field.
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	Add the Form 2958 to Additional Resources
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(VIEW ONLY ACCESS)

CAROLS ACCESS REQUEST

authorized to approve access to CAROLS. When completed please email form to SUPPORTSER.VAVBASPL@VA.GOV.

INSTRUCTIONS: CAROLS (Centralized Accounts Receivables On-line System) - Items 1, 3 through 13B will be completed by the official requesting access to CAROLS.
Items 2, through 15B will be completed by the system administrator. Items 14A and 14B will be completed by the DMC Support Services Division (SSD) or designee

EMPLOYEE DATA

1. LAST NAME, FIRST NAME, MIDDLE INITIAL OF EMPLOYEE 2. EMPLOYEE NO. 3. TELEPHONE NO. (Include Ext.)

4. STATION NO. 5. LOCATION 6. VA FILE NUMBER (If applicable) 7. JOB DESCRIPTION (Enter position title or responsible duties. This information will
be used to determine the commands authorized in Item 12.)

8. TYPE OF ACTION AUTHORIZED (Check appropriate box) 9. VA E-MAIL ADDRESS

DA. Access DB. Deletion
ACCESS CODES

INSTRUCTIONS: Item 10 - Indicate authorization for access to sensitive VA records. Item 11 - Enter "A" for authorized and enter, "E" for entry only.

10. Sensitive VA Records
[ ]JAUTHORIZED [ ]NOT AUTHORIZED

11. ACTIONS PERMITTED (Enter A or E, where applicable)

LEVEL AIE DESCRIPTION

02A DIARY CODES (Credit)

! 300 RETURNED CREDIT REPORT

02A DIARY CODES (ROUTINE), HINES IND, OFFSET BENEFITS, LOAN NO., RO, EMPLOYEE DATA, PHONE NO.

02B ADD IND, POA

02C SSN, DOB, DOD

02D LETTER DELETE DATA

39 HINES WRITEOUT

220 - 236 ADDRESSES

500 USER INFORMATION

900 CARS WRITE OUT

02A DIARY CODES (SUSP-REPAY-REFERRALS), REPAY PLAN

02B COOB-ADMIN IND, INT IND-RATE-DATE, PAY-REF-FISC TRX DELETE

02C STAT-LIM, ORIG COURT COST-MARSH FEE

04E ESTABLISH OR INCREASE AR

07C - 07H WRITEOFFS

08A TRANSFER UNAPPLIED DEPOSIT

410 TRANSFER OF UNASSOCIATED FUNDS

420 COLLECTION APPLIED TO AR

401 - 411 URF

02E DAVOX RESULT CODES

02A DIARY CODES (SPC PROJ SUSP), LOAN NO., STUB NAME CHANGE

06A - 06X ONE-TIME PAYMENT OUT OF SYS

08E DECREASE IN AR

02D SPEC STUDIES IND

02D CAIVRS INDICATOR

18 WITHHOLDING TRX

02A DIARY CODES (Office of the Chief)

02B CHAP 30 INDICATOR

400 TRANSFER OF FUNDS BY ACCOUNTING

LCK LOCK-UNLOCK PASSWORDS

SEC SECURITY FILE ACTIONS
SPECIAL

RPT REPORT ACCESS

04P INCREASE AR

08P DECREASE A/R

12. REMARKS (If necessary,continue on reverse) Starts 09-29-2008

The requesting official affirms that the employee named in Item 1 has such "need-to know."

NOTE - PRIVACY STATEMENT: In order to maintain the privacy of veterans records at all times only those employees having a need to know will be permitted access to the CAROLS system.

13A. SIGNATURE AND TITLE OF REQUESTING OFFICIAL 13B. DATE 14A. SIGNATURE AND TITLE OF APPROVING OFFICIAL 14B. DATE

15A. DATE INPUT (Enter by security officer) 15B. SIGNATURE OF CAROLS SYSTEM ADMINISTRATOR CERTIFYING ACCOUNT ACTION WAS TAKEN
VA FORM 8824 SUPERSEDES VA FORM 8824a, APR 2010,

JAN 2018 a WHICH WILL NOT BE USED.




mailto:SUPPORTSER.VAVBASPL@VA.GOV
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(VIEW ONLY ACCESS)





REMARKS (Continued from Page 1)

VA FORM
Janz018 8824a
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FMS Form 2958 Delegation of Authority (Blank).pdf
Financial Management Service
Kansas City Financial Center
P.O. Box 12599-0599

Kansas City , MO 64116 Date:

DELEGATION OF AUTHORITY

Section | - DELEGATION AND RE-DELEGATION

In Accordance with the authority vested in me by the head of this agency or his/her designee, | hereby delegate to the
individual whose name, title and signature samples appear below the authority to:

[] Designate Certifying Officers Authority [] MAY / [] MAY NOT Be Redelegated

[ Other (specify): Authority [] MAY / [J MAY NOT Be Redelegated

Comments:
TYPE OF DELEGATION OR REVOCATION ACTION: [CHECK ONE]

|:| ORIGINAL DELEGATION D RE-DELEGATION |:| REVOCATION
Section Il - DESIGNEE

Full Legal Name:

Title: Head of Agency: Clyes/[INo
Agency: Effective Date:

Bureau: Phone:

Division:

Email:

Section lll - SIGNATURE SAMPLES OF DESIGNEE [Designee must sign within all 4 boxes in BLACK INK]

Section IV - DELEGATOR SIGNATURE [Delegator must sign within the box in BLACK INK]

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

Full Legal Name:

Title:
Agency:
Bureau:
”””””””””””””””””””””””””””””” Division:
Email: Phone:
Section V - RETURN ADDRESS OF DELEGATOR Section VI - To Be Completed by FMS
Address: Transmittal No.:
Accomplished Date:
By:
FMS P 2958 FORMALLY FMS FORM 2958 (12-08) DEPARTMENT OF THE TREASURY
| TFM 4A-3000 WHICH IS OBSOLETE

FINANCIAL MANAGEMENT SERVICE





Instructions for Form FMS 2958

This form is for use in delegating individuals to have authority to designate individuals and/or re-delegate
authority to the Financial Management Service. Such delegations/designations are valid for a period of two
years from the effective date. At the end of that period they will expire, unless a re-delegation is submitted to the
Financial Management Service. This form may be used for original delegations, re-delegations and revocations.

2.  Only one individual may be delegated authority or revoked per form.

Section |
More than one block may be checked for type of authority to be delegated.
All ‘Authority’ blocks should be checked for Head of Agency (HOA) Self-Delegations.
For each block checked, authority to re-delegate must be indicated by checking either the “MAY” or “MAY
NOT” block, for that item, as appropriate. Either the “MAY” or “MAY NOT” block must be checked for
each type of delegation authority checked! For HOA Self-Delegations, the “MAY” block should be
checked for ALL authorities.
Enter pertinent information in the Comments field, such as Designee Name Change, etc.
List all application(s) for which this delegation will be applicable.
Check the appropriate block for “Type of Delegation or Revocation Action”. Only one block may be checked.

- Check “Original Delegation” for new delegations.

- Check “Re-Delegation” for renewals of existing delegations.

- Check “Revocation” to revoke all authority that was originally delegated. If partial authority is to be
retained from the original delegation, a new form FMS 2958 must be received re-delegating that
authority.

Section Il
The Full Legal Name of the designee must be entered for designee name.
The Head of Agency will be interpreted to mean the head of an Executive Agency, as appointed by the
President. [Refer to the TFM, Part 4, Chapter 1100 for additional HOA information.] Only the HOA will check the “Yes”
block and sign the signature boxes in Section Il & IV to self-delegate. A signed letter on agency letterhead
must also accompany this completed FMS 2958 indicating the individual is the Head of Agency.
For “Effective Date” enter the date that the delegation is to be effective on. Delegations are good for a
period of two years from the effective date. The actual effective date will be the latter of, the requested
effective date and the date the delegation is actually accepted by FMS.

Section lli
Designee must sign within all four boxes.
All signatures must be handwritten originals.
All signatures must be clearly legible in BLACK INK for reproduction purposes.
Designee must sign in the same manner as he/she will be using on future documents to be submitted to
FMS.

Section IV
All forms FMS 2958 must be signed in this section by an authorized delegator, whose authority will be
substantiated by FMS prior to processing of the action requested in Section I.
Signature must be within the box and clear and legible, using BLACK INK for reproduction purposes.
An accomplished copy of form FMS 2958 will be returned directly to the delegator, at the address specified
in Section V.
Delegators are cautioned to review accomplished copies to ensure no changes to form FMS 2958 have
occurred between signature and acceptance by FMS.

Section V
Must be completed to reflect the return address of the delegator signing in Section IV.

Section VI

Will be completed by FMS.
If accomplished date is later than the effective date, the accomplished date will become the effective date.





		DATE: 

		FULL LEGAL NAME OF DESIGNEE: 

		TITLE OF DESIGNEE: 

		AGENCY OF DESIGNEE: 

		BUREAU OF DESIGNEE: 

		DIVISION OF DESIGNEE: 

		EFFECTIVE DATE: 

		PHONE NUMBER OF DESIGNEE: 

		EMAIL ADDRESS OF DESIGNEE: 

		TYPE OF DELEGATION OR REVOCATION ACTION: Off

		COMMENTS: 

		DELEGATION AND RE-DELEGATION: Off

		SPECIFY: 

		AUTHORITY: Off

		AUTHORITY1: Off

		HEAD OF AGENCY: Off

		FULL LEGAL NAME OF DELEGATOR: 

		TITLE OF DELEGATOR: 

		AGENCY OF DELEGATOR: 

		BUREAU OF DELEGATOR: 

		DIVISION OF DELEGATOR: 

		EMAIL OF DELEGATOR: 

		PHONE NUMBER OF DELEGATOR: 

		ADDRESS LINE1: 

		ADDRESS LINE2: 

		ADDRESS LINE3: 

		ADDRESS LINE4: 

		RESET FORM: 
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CAROLS USER'S GUIDE
2004

INTRODUCTION

The purpose of this user guide is to provide the regional offices with instructions for access to the
Centralized Accounts Receivable On-Line System (CAROLS). The access to CAROLS is provided to
regional offices for inquiry purposes only. Therefore, descriptions of data elements are limited to only
that necessary for the anticipated use of the system in regional offices.

Access to the CAROLS system is accomplished by using several connections and pieces of equipment.
The system permits inquiry from regional office to the CARS database which resides at the Austin
DPC. CAROLS is designed to retrieve and display CARS master record data, process transactions, and
calculate interest due, in some cases.

CAROLS reflects all accounts receivable under the jurisdiction of the Debt Management Center (DMC)
in St. Paul, Minnesota. CAROLS displays debts which are generated from four areas: Education,
Compensation, Pension and Loan Guaranty. In addition, each category often covers several different
types of programs. Prior to allowing direct Regional Office access to CAROLS, when an overpayment
inquiry was received at the regional office and the debt was under the jurisdiction of DMC, the regional
office had to telephone DMC for the current status of the overpayment or ask the beneficiary to call
the toll-free number at DMC for reply. These actions delayed the response to the claimant. Allowing
regional offices access to CAROLS will facilitate efficient responses to inquiries made by debtors.
Access to CAROLS will be provided to the Finance Division, District Counsel, Veterans Services Division,
Loan Guaranty Division, and other divisions as needed.

Access to CAROLS will enhance both service to the debtor and assist in local participation in the debt
management effort.

NOTE: The DMC in St. Paul will maintain control of all CARS accounts. Therefore, if the debtor is
inquiring about anything that can change the status of his/her account with DMC (i.e. declaring
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bankruptcy, establishing a repay plan, requesting a waiver, compromise, inquiring about salary offset
action, IRS refund offset, or a pay off amount, etc.), he/she should be advised to call DMC on the toll-
free telephone number, 1-800-827-0648.

Please bring to our attention any suggestions or recommendations for improvements in this instruction
booklet.

TABLE OF CONTENTS
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It is strongly recommended that this introductory material and
the guide be read thoroughly prior to accessing CAROLS. You
must follow the instructions carefully. DO NOT HIT ANY
UNNECESSARY KEYS.

Users' questions concerning utilization of CAROLS (or
logon/logoff) can be referred to the CAROLS Point of Contact
person or alternate at your station, or the St. Paul Network
Support Center Help Desk at 612-970-5235.

|

ACCESS TO THE CAROLS SYSTEM

ITEMS REQUIRED TO ACCESS CAROLS

1. A LAN user ID and password. Contact the LAN System Administrator.

2. A menu option on the LAN menu screen for "Logon to Austin-3270." If this option is not on
your LAN menu screen contact the LAN System Administrator.
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Nounhrpnhe=

8.

9

A COM-PLETE user ID. Contact your station security officer to obtain a User ID.
A CAROLS password. Contact the security officer at your station to obtain form 20-8824a.
A CAROLS User Guide. Contact the station Publications Control Officer.

Contact your LAN System Administrator for procedures to print CAROLS Screens.

1

ACCESS TO CAROLS
(Procedures for Completing VA Form 20-8824a)

Fill in the employees name.

Leave this empty

Type in the room number.

Type in the employees telephone number.

Type in the station number.

Type in the employees routing number.

If the employee is a veteran, type in their file number. If the employee is not a veteran, leave
blank.

Type in the employees job title.

Put an X in the appropriate box.

10. Leave blank.

11. This box is already checked for you. Sensitive access is not given.
12. No entry is needed.

13. No entry is needed.

14.

The employees supervisor and their title should be typed here. The supervisor
should then sign above their name.

14a.Enter the date it is signed by the supervisor.

15. Type in PETER W. KOSTOHRYZ, NETWORK SUPPORT CENTER DIRECTOR.
15a.No entry needed.

16. No entry needed.

a. Special emphasis is placed on the following form items:

(1) Items 2 and 16 are restricted to St. Paul Network Support Center Director(335/20) use,
no division input should be made.

(2) Item 5, Station Number: Originating Regional Office Number.

(3) Item 6, Location: Employing division.

(4) Item 7, VA File Number: The veteran/employee should provide the file
number or sufficient service information for the ADP Security Officer to
identify. Show N/A if veteran/employee does not have file number, or if

employee is not a veteran.

(5) Item 8, Job Description: Enter employee's current position title and division.

(6) Item 9, Type of Action (Access or Deletion) requested.

NOTE: "Access" is used for all original and supplemental requests for
access.
"Deletion" is used for all requests to remove employee access from
the CAROLS system.

(7) Item 11, Sensitive VA Records: One of the blocks must be checked. If
sensitive access is requested, it must be justified in Item 13, Remarks.
Sensitive access is restricted to supervisory and division management
personnel only.

(8) Item 12, Actions Permitted: No input required for inquiry only.

2
(9) Item 13, Remarks:
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(a) Used to note when "Inquiry Only" access is required.
(b) Used to justify sensitive file access. (i.e. Sensitive access is needed to verify
Veteran/Employee records).

B. CAROLS access will be terminated as follows:

(1) If an employee authorized access to CAROLS is separated, abandons their position, does
not use CAROLS within 90 days or is transferred, the losing division will terminate access. VAF 20-8824a
should be prepared with items 1, 9, 14A (requesting official, Chief of employing division), 14B, 15A( PETER W.
KOSTOHRYZ, NETWORK SUPPORT CENTER DIRECTOR).

(2.) The completed original form should be sent to PETER W. KOSTOHRYZ, NETWORK
SUPPORT CENTER DIRECTOR Photocopies are not acceptable. Any questions concerning completion of the
form should be directed to the St. Paul Network Support Center Help Desk at FTS 612-970-5235. Once the
forms are received in St. Paul, the normal processing time is about a week. The Austin DPC will process the
password letters and COM-PLETE user ID's and forward to the St. Paul Sector Service Manager. COM-PLETE
user ID's and CAROLS passwords will then be mailed from St. Paul to the security officer at your station.
The station security officer will distribute passwords to authorized CAROLS users.

Access to CAROLS Form 20-8824a

Exhibit-1.
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CAROLS SECURITY

PASSWORDS

Passwords are for authorized CAROLS users only and are confidential. If
passwords are shared with other individuals, the password will be
considered compromised, and access will be deleted. Complying with
this guideline will ensure a high level of security for the system.

Once a password is assigned, refer to the detailed pages on Procedures
for Accessing CAROLS Using A LAN Terminal.

SECURITY VIOLATIONS

Listed below are the most frequently encountered violation messages
and the employee actions to be taken when each message is displayed
on a CAROLS terminal:

a. INVALID PASSWORD - Inquiry/Transaction Screen (C02), or
INVALID PASSWORD AND/OR NAME - Initial log on CAROLS
Screen (C00):

(1) Violation occurs when the employee types the wrong
password (C02, C00) or password (C00).

(2) Contact your CAROLS Point of Contact person or
alternate, or call the St. Paul Network Support Center Help
desk (FTS 612-970-5235) if unsure of the correct password.

b. PASSWORD LOCKED:

(1) Violation occurs when a combination of three
consecutive violations occur. The combination may include
attempts at access to sensitive files and/or invalid passwords
during the initial log on.

(2) Notify the supervisor immediately. The supervisor

should contact St. Paul Network Support Center Help Desk
(FTS 612-970-5235) .
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OVERVIEW OF THE CAROLS SYSTEM

The COM-PLETE Screen is the front-end logon screen for CAROLS.
The CO0 screen is the CAROLS system logon screen.

The CO01 screen is the CARS System Menu Screen.

The C02 screen is the CARS Inquiry-Transaction Screen.

CAROLS contains one master record selection screen and 6 master
record information screens which are described in the following
sections. These are the 7 master record information screens for
viewing CARS accounts:

C10 - CAROLS Master Record Selection Screen

C11 - Basic Master Record Screen

C12 - Address and Letter Inquiry Screen

C13 - Payment Data Screen

C14 - Fiscal Transaction History Screen

C15 - Referral Data Screen

C16 - Waiver/Interest/Administrative Cost Data
Screen (C16)

3k 3k 3k 3k ok Sk Sk ok Sk Sk ok ok ok ok ok oK 3K 3K 3K 3K 3K K 3K K 3K 3K 3K 3K 3k 3K 3k 3k 3k 3k ok 3k 3k sk 3k ok sk Sk ok ok sk ok ok sk sk sk sk sk kK ok ok K kK

TRANSACTION ENTRY IS NOT AUTHORIZED AT THIS TIME

Sk kK kK ok k ke ok ok ok ok ks ke ok ok ok ok ok ok ke sk ok ok ok ok ok ok ok ok ok ok ok ok ok sk ok ok ok ok ok ok ok ok ok ke ok ok ok ok ok ok ok ok ok ok ok

PROCEDURES FOR ACCESSING CAROLS USING A LAN TERMINAL

A. To Logon to Lan

1. On the Austin access screen:
"WELCOME TO VACCESS TIMESHARING AT THE AUSTIN DPC"
is displayed.
When the cursor is at the "SELECTION" field.
Enter: "LOG", or "K" in the selection field, or use PF 11.

HIT the Return Key

2. On the COM-PLETE screen:
"COM-PLETE SYSTEM LOGON" is displayed on the screen.
When the cursor is at the USER ID field
ENTER: One of the designated COM-PLETE user-id's for your
station. You are not required to enter your password.
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HIT the Return Key

B. To Logon to CAROLS

1. The CAROLS Logon Screen (C00) will be displayed. On the
CAROLS Logon screen:
ENTER: User ID for CAROLS
ENTER: Password for CAROLS
HIT the Return Key
2. The menu screen will be displayed (C01):
ENTER: The number of the items you want to access

HIT the Return Key

3. The CAROLS inquiry screen will be displayed (c02):

ENTER: The information on the account you wish to see.

C. To EXIT CAROLS:
Click on the “X” in the upper right corner.

TIME  TID XX  PRD442 USER ID MM/DD/YY
ULOG
-------------- COM-PLETE SYSTEM LOGON - = = = = = === = - - - -

USER ID: XXXXXX
PASSWORD: XXXX

C00 Logon Screen
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To access the on-line inquiry system, the operator must first complete
the C00 Logon Screen. This screen is used to log an operator onto the
system initially. The C00 screen contains two entry fields --
"PASSWORD" and "NAME." Every operator who will have access to the
CARS on-line system will be assigned a four-character password and an
associated name, up to 12-characters in length. The operator must
enter the password and associated name in the appropriate fields. The
password will NOT display as it is entered. If the password or name or
combination of the two is incorrect, the operator will receive the
message, "INVALID PASSWORD AND/OR NAME." If the operator
doesn't enter a password, he will receive the message, "MISSING
PASSWORD." These are security violations and will be noted on the
Security Violations and Information Log, daily. If the operator enters
invalid data three consecutive times (not including missing data) during
the Logon process, the operator will lose the Logon screen and will be
returned to the beginning of the start-up procedure. The operator
must then perform the start-up procedure and re-access a new C00
Logon screen. This situation will be recorded on the Security
Violations/Information Log. When the operator completes the C00
Logon screen correctly, he will access the CO1 Menu screen.

To enter the CAROLS System:

On the CAROLS system logon screen (C00)
"CAROLS ON LINE SYSTEM" is displayed on the screen.

When the cursor is at the "LOGON PASSWORD" field
ENTER: Your assigned CAROLS password

When the cursor is at the "NAME" field.

ENTER: Your name, the way is shown on security password
Letter.

Hit the Return key.

To exit the CAROLS System:

Click on the “X" in the upper right corner.

MM-DD-YY CARS ON LINE SYSTEM
Ccoo0

LOGON PASSWORD XXXX NAME XXXXXXXXXXXX

Ccccce AA RRRRRR 000000 LL SAINT
cc cc AAAA RR RR 00 00 LL SSSS
cc AA AA RR RR 00 00 LL SS
ccC AA AA RRRRR 00 00 LL PAULS
ccC CARSONLINE RR RR 00 00 LL SS
cc cc AA AA RR RR 00 00 LL SSSS

Ccccce AA AA RR RR 000000 LLLLLLCAROLS
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10

C01 Menu Screen

The C01 CAROLS Menu Screen is used to select the processing mode or
reports desired. The four modes are as follows:

Mode 1 - Inquiry/Transaction/Calculation
Mode 2 - Pending Transaction Inquiry
Mode 3 - Pending Transaction Authorization
Mode 4 - Pending Reason Codes

The only entry field on the C01 screen is "SELECTION NO." The operator
must enter a 1. If the operator leaves this field blank, the message
"SELECTION REQUIRED" will be displayed. If the operator enters an
incorrect selection number, the message "INVALID SELECTION" will be
displayed. If the operator does not wish to make a selection, but wishes to
stop processing and log off the terminal at this point, he may enter "END" in
the "SELECTION NO" field. His password would no longer be associated
with the system and he would access a blank CO0 Logon screen. If he
wishes to log the terminal off the system, he may click on the “X” in the
upper right corner.

To enter CAROLS for inquiry:

On the CAROLS System menu screen (C01), "CARS SYSTEM MENU" is
displayed.

When the cursor is at the "SELECTION NO." field

ALWAYS ENTER 1 for Inquiry

Hit the Return Key.

SELECTION NO 1 is used to perform Master record inquiries. IF
the operator enters "1" in "SELECTION NO," he will access the
C02 "start" screen.

3K 3k 5K 3K 3K 3K 3K 3K 3K K K 3k 3k Sk 3k 5k K 5k 3k 5k 3k 5K K 5K 3k 5K 3K 3K 3K K 3K 3k 5k K 5k >k 5k K ok 3k 5K 3k K 3k K kK >k Kk k >k
ONLY SELECT INQUIRY
DO NOT SELECT ANY OTHER OPTIONS

3k 3k 3k Sk ok Sk Sk ok ok ok ok oK 3K 3K 3K 3K 3K K 3K 3K 3K 3K 3K 3K 3K 3k 3k >k 3k 3k 3k 3k 3k sk sk ok ok ok ok ok ok sk sk sk sk sk sk sk sk ok k k

To exit this screen:

Click on the “X" in the upper right corner.

11

MM-DD-YY CARS SYSTEM MENU
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co1
INQUIRY-ACTIONS

1 INQUIRY-TRX-INTEREST CALC

2 PENDING TRANSACTIONS

3 PENDING TRANSACTIONS AUTHORIZATIONS
4 PENDING REASON CODES

REPORTS
10 OVERDUE PENDING AUTHORIZATION
11 OVERDUE PENDING REASON CODES

12 ACTIVITY SUMMARY
13 BATCH BALANCING

SELECTION NO. XXX

12

C02 CARS Inquiry/Transaction Start Screen
Transaction entry not authorized at this time

This screen is the beginning or "start" point for every master record
inquiry. The operator uses this screen to enter the screen number and
identifying information to access against a specific master record. The
entry fields and acceptable entries are as follows:

The following C02 Screen data combinations are acceptable as search
criteria for Master records:

File Number or Social Security Number

File Number and Deduction Code

File Number and Payee Number

File Number, Payee Number, and Deduction Code
Stub Name (six-character search)

Stub Name (seven-character search)

Stub Name (six-character) and Zip Code

To enter data or exit this screen, follow instructions on the following
pages.

13

(C02 Screen)
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To display a master record enter data as instructed:

File Number - If available, the operator
should enter the 8

or 9 character file number or social
security number of the record to be accessed.
An entry in "FILE NUMBER" is required if "STUB
NAME" is left blank. If the operator leaves this
field and "STUB NAME" blank, the message,

"FILE NO OR STUB NAME REQUIRED"
will be displayed. If the operator enters any less
than 8 characters, he will receive the message,
"INVALID FILE NUMBER."

Payee Number - The operator may
enter the two-digit Payee number of the record
to be accessed in this field. Payee No is not
required.

Deduction Code - The operator may
enter the two-digit Deduction Code of the record
to be accessed. Acceptable entries in this field
are: 00, 41, 42, 44, 45, 30, 32, 47, 56, 59, 60,
61, 81, 89, 21, 22, 25, 26, and 29. Any other
entries will cause the message, "INVALID DED
CODE" to be displayed.

Stub Name - The operator may enter
the Stub Name in one of the following formats:

1. X X XXXXX -
initial of first name, initial of middle name,
and first five letters of last name. The
middle initial may be left blank. The
computer will search on all seven characters
(including a blank in middle initial) accessing
only those records with an exact
seven-character match.

2. X * XXXXX - initial of first name, an
asterisk (*) in place of a middle initial, and
the first five characters of the last name.
The computer will search only on the first
initial and five characters of the last name,
accessing records withoutregard to middle
name. This is a six-character search. This
search will generally result in more accessed
records since it is a less specific search.

14

An entry in "STUB NAME" is
required only if "FILE NUMBER" is left
blank. If the operator leaves this field and
the "FILE NUMBER" field blank, the
message, "FILE NUMBER" field blank, the
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message, "FILE NO OR STUB NAME
REQUIRED" will be displayed.

Zip Code - The operator may enter the
five-digit zip code in this field. All five digits
must be entered or the message "INVALID ZIP
CODE" will be displayed. This is not a required
entry.

15

(C02 Screen)

Screen-TRX - The operator may enter
the number of any inquiry screen (C11-C16). If
this field is left blank, C11 will be accessed
automatically. Acceptable entries are C11, C12,
C13, C14, C15, and C16 for the CARS Master
record screens.

To exit this screen:

Other acceptable entries in this field
are as follows:
C01 - Will cause the system to ignore
remaining field entries and return
operator to the C01 Menu screen.

END - Will cause the system to ignore
remaining field entries and 'log’
the operator out of the system
and access a blank C00 Logon
screen.

If the operator enters any other entries, the message,
"INVALID SCREEN NO-TRX" will be displayed.

16

(C02 Screen)

Any other combinations of data entered will result in the message
"INVALID DATA COMBINATION," with some exceptions.

After the identifying data are entered on the C02 screen PRESS the Enter
key.

The system will conduct a search of the CARS master file:
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(a) If arecord is NOT found based on the identifying data entered
on the C02 screen AND

There is NO screen number entered in the "SCREEN NO-
TRX" field (i.e., this is an inquiry), the message, "NO MASTER
RECORD FOUND" will be displayed on the C02 screen; or

(b) If the identifying data entered matches ONE specific
record, following will occur:

The basic Master record inquiry screen (C11) will be
displayed, unless a specific Master record screen (C11-C16)
was requested in the "SCREEN NO-TRX" field, in which case,
that screen will be displayed.

17

(C02 Screen)

(© If more than one record, but less than 100
records, are found to match the identifying data, a selection screen,
C10, will be displayed with data identifying the Master records
found. The operator then chooses the specific record desired from
the displayed list.

(d) If more than 100 records are found to match the
identifying information, the total number of master records found
will be displayed on the C02 screen along with a field "REVIEW LIST
(Y-N-M)?" and the message, "ENTER M to Enter MORE DATA IF
AVAILABLE." An entry must be made in the "REVIEW LIST
(Y-N-M)?" field. If the operator leaves this field blank, the message,
"ENTER Y-N-M." will be displayed.

(1) If the operator wishes to review the list of the Master
records found, he enters "Y" and will access the C10 selection
screen.

(2) If the operator wishes to change or enter new
identifying data, he enters "M" (more), which will move the
cursor back to the PASSWORD field. The additional data may
be entered and a new search will be conducted.

(3) If the operator does not wish to review the list or

enter any further identifying data, he enters "N." When he
presses Enter, he will access a new, blank C02 screen.
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18

(C02 Screen IF one record found)

MM-DD-YY CARS INQUIRY-TRANSACTION

C02

PASSWORD XXXX SCREEN-TRX XXX
FILE NO/SSN  XXXXXXXXX MASTER RECORD STATUS
PAYEE NUMBER XX TD'S CURRENT AS OF
DEDUCTION CODE XX 00-10 MM-DD-YY
STUB NAME X X XXXXX 11-21 MM-DD-YY
ZIP CODE XXXXX 22-32 MM-DD-YY

33-43 MM-DD-YY

44-54 MM-DD-YY

55-65 MM-DD-YY

66-76 MM-DD-YY

77-87 MM-DD-YY

88-99 MM-DD-YY
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19

(C02 Screen IF MORE THAN 100 records found)

MM-DD-YY CARS INQUIRY-TRANSACTION

Co2

PASSWORD XXXX SCREEN-TRX XXX
FILE NO/SSN  XXXXXXXXX MASTER RECORD STATUS
PAYEE NUMBER XX TD'S CURRENT AS OF
DEDUCTION CODE XX 00-10 MM-DD-YY
STUB NAME X X XXXXX 11-21 MM-DD-YY
ZIP CODE XXXXX 22-32 MM-DD-YY

33-43 MM-DD-YY

44-54 MM-DD-YY

55-65 MM-DD-YY

66-76 MM-DD-YY

77-87 MM-DD-YY

88-99 MM-DD-YY

REVIEW LIST (Y OR N OR M)? X
TOTAL RECORDS FOUND XXX

ENTER 'M' FOR MORE DATA IF AVAILABLE

20

file:///P:/Benefits%20Payment/CAROLS%20MANUAL.htm 04/04/2019





CAROLS LOGON

C10 Master Record Selection Screen

The operator will receive this screen automatically if the Master record search
conducted on the C02 "start" screen identifies at least two, but not more
than 100 Master records. If more than 100 Master records are identified,
this screen may also be accessed by operator request from the C02 screen.

This screen lists the Master records found, 10 per page, in random
sequence. Each Master record will be numbered 1-N, where N = total
number of records found, and will be identified by File Number, Payee
Number, Deduction Code, Stub Name, Total AR, the first two address lines,
and Zip Code. The total number of Master records located through the
search will be displayed in the "TOTAL RECORDS" field.

The list can be manipulated through use of the Program Function (PF) keys
as follows: (Press the "2nd" (ALT) key at the same time as the PF key.)

PF8 Key: Will be used to branch the operator
back to the first page of the list from any point.

PF9 Key: Will be used to branch back one page to
the previously displayed page of records.

PF10 Key: Will be used to branch ahead one page
to the next page of 10 records.

PF11 Key: Will be used to branch ahead to the last
page of the list from any point.

PF12 Key: Will be used to exit from the C10 screen and
branch the operator back to the C02
screen.

To select the particular master record to be reviewed, the operator must
enter the associated number (1-N) in the "RECORD NUMBER" field and press
the Enter key. The master record for that number selected will then be
displayed. If the master record inquiry screen (C11-C16) is accessed through
the C10 Selection screen, the operator may return to the C10 Selection
screen, from the inquiry screen. If the operator does not wish to continue
processing, he may enter "END" in the "RECORD NUMBER" field.

Acceptable entries are : C01, C02, C11, C12, C13, C14, C15, C16, END

21

MM-DD-YY MASTER RECORD SELECTION
C10 FILE NUMBER PY DED STUB  TOTAL AR
ADDRESS ZIP
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001 XX-XXX-XXX XX XXX X XXXXX
272,779.99 P 0,0,0.9.0.0.0,:0.0.0.0.0,:0.9.0.0.0.9.9.9¢.0,0,0:¢ XXXXX

P 00,099, 0.0,:0.9.9,0.0,.0.9.9,¢.0,:0,:0.0,0.0,0,0.¢
002 XXX-XX-XXXX
P L0,0.9.0.0.0.:0.0.0.¢.0.0.0.0.¢.0.9.0.9¢.90.0,0:¢

P 00,099, 0.0,:0.9.9.0.0.0.9.9¢.0.9,:0.0,¢.0,0,0.¢
003 XXX-XX-XXXX

XX XXX X XXXXX  ZZ,279.99
XXXXX

XX XXX X XXXXX  ZZ,279.99

XXX XXXXXXXKKKXXXX T XXXXX
h 00,090, 0.0,:0.0.9.¢.0.0.9.9.0.0.9,:0.9,¢.¢.0,0.¢

004 XX-XXX-XXX XX XXX X XXXXX
772,779.99 ) 0.0,0,0,.0,0.0,:9.9.9.0.0,¢.0.0.0.9,9,0,0.9.9.¢.94¢ XXXXX

h00,0.9.0.0.0,:0.0.9.0.0.0.9.9¢.0.9.9.9,¢.0,0,0:¢
005 XXX-XX-XXXX

XX XXX X XXXXX  Z2Z,279.99

)9 0,.0,0.9,.0,0,:0.9.9.9.0.0.0.9.¢.¢.0.0.9,9.0.0.0.¢ XXXXX
P 0,0,0.0.0.0.0,:0.0.0.0.9,.0.9.9.0.0,:0.9.9¢.0,0,0.¢
006 XX-XXX-XXX XX XXX X XXXXX
772,779.99 ) 0.0,0,0,.0,.0.0,.9.9.9.0.0,¢.0.0.0.9.9,0.0.9.9.¢.¢4¢ XXXXX

h 00,090, 0.0,:0.0.9.¢.0.0.0.9¢.0.9.0.9,¢.0.0,0:¢
007 XXX-XX-XXXX

XX XXX X XXXXX  Z2Z,279.99

PO 0000 0.0.0.0.900.0.0.9.00.0.9.9.9¢0,0:¢ XXXXX
p 0 0,0.9.0.0.0,:0.0.9.¢.0.0.9.9¢.0.9.0.9,¢.0.9,0:¢

008 XX-XXX-XXX XX XXX X XXXXX
Z272,779.99 P 0,0,9.9.0.0.0,:0.0.0.0.0,.0.9.0.0.0,:0.9.9¢.0,0,0.¢ XXXXX
PG 0,0.9.0.0.0.0.0.0.¢.0.0.0.0¢.0.9.0.9¢.90.0,0:¢

009 XX-XXX-XXX XX XXX X
XXXXX...ZZ,279.99 P 0,0,:0.9.0.0.0,:0.9.0.0,:0.9.9.0.0.0.0.9.9,¢.0,0,0:¢ XXXXX
PG 0,0.9.0.0.0.0.0.0.¢.0.0.9.9¢.0.9.9.9¢.0.0,0.¢

010 XX-XXX-XXX XX XXX X XXXXX
272,779.99 P 00,0.9.0.0.0.0.0.0.0.0.0.9.0.0.0.9.9.9¢.0,0,0.¢ XXXXX

)0 0,.0,0.9,.0,0,:0.0.9.9.0.9.0.¢.¢.¢.0.0.9.0,.0.0.0:¢

TOTAL RECORDS XXXX

RECORD NO XXXX

22

C11 Basic Master Record Inquiry Screen
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The C11 screen is the basic Master record inquiry screen. This
screen may be accessed from the C02 screen as follows:

1) C02:

a. If the operator is performing an inquiry from the C02
screen, the C11 screen will be automatically displayed if no Screen
Number is entered in the "Screen-TRX" field.

2)  The operator may request an inquiry screen (C11-C16) by entering the
appropriate screen number in the "NEXT SCREEN-TRX" field.

All fields on the C11 screen are display - only, with the exception of
"NEXT SCREEN-TRX" and "Password."

3) If the operator accessed the C11 screen through the C10 Selection
Screen, the operator may return to the C10 screen by entering "C10" in
the "NEXT SCREEN-TRX" field. (NOTE: If the operator did not access
the C11 screen via the C10 screen, he may not access this screen.)

4) If the operator leaves the "NEXT SCREEN-TRX" field blank in Mode 1,
he will access the next sequentially numbered inquiry screen. (e.g. C11
-C12, C12-C13, C13-C14, C14 - C15, C15-C16, C16 - C11).

5) The operator may enter C01, C02, END to access the C01, C02 or C00
screens. Next Screen-Trx Entries: C11, C12, C13, C14, C15, C16, or END.

23
MM-DD-YY C11
FILE NUMBER PY DED STUB DC DCDATE DCINS DT TOTAL AR DISC RO
XX-XXX-XXX XX XXX XXXXXXX XXX MM-DD-YY MM-DD-YY ZZ,7Z79.99 MM-YY XX
ORIG NOTIF DATE MM-DD-YY INT COMP DT MM-DD-YY REPAY IND X EMPLOYEE

ORIG AR 77.779.99 INT RATE 79.99 REPAY DT MM-DD-YYIND X
COURT COSTS ORIG ZZ7,279.99 AR_PRIN 77.779.99 REPAY AMT Z7,7279.99 DUTY XXXX
COURT COSTS CURR Z77,7279.99 INT ACCRUED 77.7279.99 TOTL PAID Z7.7.79.99

MARSH FEES ORIG ZZ,279.99 W-O 77.,779.99 HINES IND X CRAIND X

MARSH FEES CURR Z77,779.99 PD TD  ZZ,279.99 HINES TP X

ADMIN COST 77.,779.99 PD CY 77,779.99 HINES RC XX

IRS REFUND AMT Z7Z,779.99

CARS LAST ACT HINES LAST ACT INDICATORS SPECIAL IND SSN___ XXX-XX-
XXXX

TRX DATE TRX DATE CY PAY-ADD X 1TOP STA REF NO
XXXXXXX

XXX MM-DD-YY XXX YY-MM-C INTEREST X 2 CRS IND Date
BirthMM-DD-YY

XXX MM-DD-YY XXX YY-MM-C ADM COST X 3 FRAUD X
DT Death MMDDYY

XXX MM-DD-YY XXX YY-MM-C MULT AR X 4TOP ST LIM DT MM-
YY

file:///P:/Benefits%20Payment/CAROLS%20MANUAL.htm

Page 18 of 29

04/04/2019





CAROLS LOGON Page 19 of 29

XXX MM-DD-YY XXX YY-MM-C OFFST BEN X 5 AUDIT X
USER INFORMATION
XXX MM-DD-YY XXX YY-MM-C COOB X 6 SSI
XXXXXXXXXXXXXXXXXX
XXX MM-DD-YY XXX YYXMM-C COOBADD X 7. JUDGMNT XXXXXXXXXXXX
XXX MM-DD-YY HM# XXX-XXX-XXXX MULT-ADD X 8 DDEFT
XXXXXXXXXXXXXX

XXX MM-DD-YY WK# XXX-XXX-XXXX CR RPT X 9 SSI

XXXXXXXXXXXXXXX

POA X 10 JUD FOR XXXXXXXXXX
NEXT SCREEN-TRX XXX PASSWORD XxXXX

24

ESSENTIAL DATA ELEMENTS ON THE C11 SCREEN

The regional offices are accessing CAROLS through the Lan for inquiry
purposes only. For this reason, the regional offices are limited to a specific
amount of information. They should be aware of certain fields in order to
respond to debtor's inquiries. The essential fields are underlined on the C11
Screen displayed in this guide. Description of these fields are below:

CAROLS DATA

FIELD DESCRIPTION
File Number A claim number (8 position field) or social number (9 position
field) identifying a specific account.
Payee number Identifies the account of a veteran (00) or the relationship to

a veteran (any other number).
Deduction Code Identifies the type of benefit overpayment.

Stub name The first and second initials along with the first 5 characters of
the last name of the debtor.

Diary Code Specifies the status of the last and next action to be taken on
the account. (See Diary Code List)
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Diary Code Date The date of the next scheduled action or review of the next
action or review of the next action to be taken.
(YY/DD).

Total AR The current amount of total debt outstanding.

Discovery date The month and year the overpayment was established.
(YY/MM)

Original AR The dollar amount of the A/R when first established in CARS.

Interest Rate The interest rate established by the Secretary of the VA.

A/R Principal Amount The balance of the overpayment before adding
interest, admin. cost or court costs and marshal fees.

25

(C11 Screen)

Interest Accrued The amount of interest due (unpaid) on the account.

Total Paid The total amount of all payments received.

Interest Written Off The amount of accrued interest charges that will not be
collected and this amount was cleared from the

account.

Social Security Number A 9-digit number assigned by the Social Security
Administration and used for additional identification.

Interest Accrued The amount of interest due (unpaid) on the account.

Total Paid The total amount of all payments received.

Interest Written Off The amount of accrued interest charges that will not be
collected and this amount was cleared from the
account.
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26

C12 Address and Letter Inquiry Screen

The C12 screen displays all available addresses associated with the
master record, letter data concerning generated letters and results codes
used for incoming and outgoing calls are displayed. All fields are display
only, with the exception of "NEXT SCREEN-TRX" and "PASSWORD-
AUTH."

NEXT SCREEN-TRX: The operator uses this field to branch to
another inquiry screen (C11, C13, C14, C15, C16),
the CO1 or C02 screens, or END. If the C13
screen was accessed through the C10 screen, the
operator may branch back to the C10 screen. If
this field is left blank, the next sequentially
numbered inquiry screen (C14) will be displayed.

27
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MM-DD-YY Ccl2
STUB DC DC DATE DC INS DT
AX-XXX-XXX XX XXX XXXXXXX XXX MM-DD-YY MM-DD-YY

FILE NUMBER PY DED

PAY-ADD X
LETTER
MULT-ADD X

PAYEE );0.0:0:0:9:9:9:9:0:0:0:0:0:0.0.9.0.0.0.0.0.0.0.0:9:9:0:0:0:0:0:0:0.0:0.0.0.0.0¢

ADDRESS

);9:0:0:9:0:9:9:0:0:0:0:0:0.9.0.9.9.9.0:0:9:0:9:9:9:0:0:0:0:0:0:0.0.9.9.0.0.0:0:¢

COOB-ADD X

):0:0:0:9:9:9:9.9.0:9:9:9:9:0.0.0:0:9:9:9:0.0.0:0:9.9:9:0.0.0:0.9:9:0:0.0:0:0.9:¢

COOB X

);9:0:9:9:0:9:9:0:0:0:0:0:0.:9.9.9.9.9.9:0:9:9:9:9:9:0:0:0:0:0:0:0.0.9.9.0.0:0:0:¢
);0:0:0:9:0:9:9:0:0:0:0:0:0.0.0.9.0.0.0.0.0.0:9:9:9:0:0:0:0:0:0:0:0.0:0.0.0.0.0¢

MM-DD-YY
):9.9:0.9:0.9.0.9.9.9.9.9.9.9.0.9.9.9.9.0.9.0.9.0.9.9.9.0.9.9.9.9.9.9.0.0.0.9.0:¢
MM-DD-YY
Z1P XXXXX-XXXX XXX MM-DD-YY
MULTI USE PROPERTY CO-OBLIGOR

MM-DD-YY

):9:9:9:0:9.:9:9:9.9:9.9:9.9:9.9.0.0.0.0. 0D 9:9.9.9.9:0.9.0.0.0.0.0.0.0.0.0.0.0.0. 0l 9:0.9:0.9.0.9.0.9.0.9.0.9.0.0.0.9.0.0:¢
XXX MM-DD-YY

):0:0:0:0:0:0:0:0:0:0:0:0:0.0.0:0.0.0.0 GlID $:0:0.0.0:0:0.0:0:0.:0:0.0.0:0.0.0.0 OGP 9:0.0.0.0:0:0.0:0:0.0.0:0.0.0:0.0.0.0 ¢
XXX MM-DD-YY

):9:9:9:0:9:9.9:9.9:9.0:9.9:9.9.0.0.0.0. 0D 9:9.9.9.9:0.9:0.9:0.9.0.0.0.0.0.0.0.0. 0l 9:0.9:0.9.0.9.0.9.0.9.0.0.0.0.0.0.0.0:¢
XXX MM-DD-YY

):0:0:0:0:0:0:0:0:0:0:0:0:0.0.0:0.0.0.0 GlID $.0:0.0.0:0:0.:0:0:0.:0.0.0.:0:0.0.0.0 OGP :0:0.0.0:0:0.0:0:0.0:0:0.0.0:0.0.0:0 ¢
XXX MM-DD-YY

):9:9:9:0:9:9.9:9.9:9.9:9.9:9.9.0.0.0.0. 0D 9:9.9.9.9:0.9.0.9:0.0.0.0.0.0.0.0.0.0.0lD 9.0.9:0.9.0.9.0.9.0.9.0.0.0.0.0.9.0.0.¢

):9:9:9:9:9.9:9.:9:9.:9.9.9:9.9.9.0.0.0.0.01D9.9.9.9.9.0.9.0.9.0.9.0:9.0.0.0.0.0. 0.0l 0.0.9.0.9.0.9.0.9.0.9.0.9.0.9.0.9.0.0:¢

ZIP XXXXX-XXXX ZIP XXXXX-XXXX ZIP XXXXX-XXXX
Call-In Call-Out

BANK NO KXKXXKXXXXX X XXXXXX XXKXXXX

TYPE OF ACCT X X XXXXXX X XXXXXX

DEP ACCT NO KX XXX XX XX XXXXXKXXX X XXXXXX X XXXXXX

CODE DATE

XXX MM-DD-YY

XXX MM-DD-YY

NEXT SCREEN-TRX XXX PASSWORD XXXX

28

C13 Payment Data Inquiry Screen
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The C13 inquiry screen displays specific data concerning repayment of a debt. All payment
amounts are broken down into Principal, Interest, Administrative Costs, Court Costs, and
Marshal Fees. All fields are display-only, with the exception of "NEXT SCREEN-TRX" and
"PASSWORD-AUTH."

NEXT SCREEN-TRX: The operator uses this field to branch to another inquiry screen (C11,
C12, C14, C15, C16), the CO1 or C02 screens, or END. If the C13 screen was accessed
through the C10 screen, the operator may branch back to the C10 screen. If this field is left
blank, the next sequentially numbered inquiry screen (C14) will be displayed.

If the message “"HISTORY OVERFLOW RECORDS" appears at the bottom of the C13 screen
you may review previous payment segments using the following function keys.

PF8 Key: Will be used to page back to the very first screen of payments.

PF9 Key: Will be used to page back one page at a time from the previous
payments.

PF10 Key: Will be used to page forward one page at a time from the previous
payments.

PF11 Key: Will be used to page ahead to the last page of payments.

PF12 Key: Will return you to the current C13 screen for the record you are viewing.

29
MM-DD-YY C13
FILE NUMBER PY DED STUB DC DC DATE DC INS DT TOTAL AR DISC RO XX-

XXX-XXX XX XXX XXXXXXX XXX MM-DD-YY MM-DD-YY ZZ,ZZ9.99 MM-YY XXX

REPAY IND X  REPAY AMOUNT 2%2,7229.99
REPAY DATE MM-DD-YY  TOTAL PAYMENTS Z7Z,279.99
PAYMENT DATA
NO DATE PYMT AMT AMT PRIN AMT INT AMT ADMIN AMT COURT AMT MARSH
XXX MM-DD-YY 2%,%229.99 2%,7229.99 2Z,229.99 2%,229.99 2%,%229.99 2Z,229.99
XXX MM-DD-YY 2%,%229.99 2%7,229.99 2%,229.99 2%,7229.99 27,229.99 2ZZ,2729.99
XXX MM-DD-YY 2%,%279.99 2%7,229.99 22,229.99 2%,7229.99 27,229.99 ZZ,2729.99
XXX MM-DD-YY 27,%7279.99 2%7,229.99 2Z,229.99 2%,7229.99 27,229.99 ZZ,2729.99

XXX MM-DD-YY Z%,%2%29.99 2%,7279.99 2%7,229.99 22,229.99 2%,779.99 77,Z29.99
XXX MM-DD-YY 2%,%229.99 2%,7229.99 2Z,229.99 2%,229.99 2%,7229.99 ZZ,229.99
XXX MM-DD-YY 2%,%7229.99 2%7,229.99 22,229.99 2%,7229.99 27,229.99 2ZZ,2729.99
XXX MM-DD-YY 27,279.99 2%7,229.99 2Z,229.99 2%,7229.99 27,229.99 ZZ,2729.99

XXX MM-DD-YY Z%,%2%29.99 2%,7279.99 2%7,229.99 22,7229.99 2%,779.99 77,Z29.99
XXX MM-DD-YY 2%,%229.99 2%,7229.99 2Z,229.99 2%,229.99 2%,7229.99 ZZ,229.99
XXX MM-DD-YY 2%,%7229.99 2%7,229.99 22,229.99 2%,7229.99 27,229.99 ZZ,2729.99
XXX MM-DD-YY 2%,%229.99 2%7,229.99 22,229.99 2%,7229.99 27,229.99 ZZ,2729.99
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NEXT SCREEN-TRX XXX PASSWORD XXXX

30

C14 Fiscal Transaction History Inquiry Screen

The C14 inquiry screen displays data from the Master record concerning all Fiscal transactions
processed against an Accounts Receivable. Amounts are broken down into Principal, Interest,
Administrative Costs, Court Costs, Marshal Fees. All fields are display-only, with the exception
of "NEXT SCREEN-TRX" and "PASSWORD-AUTH."

NEXT SCREEN-TRX: The operator uses this field to branch to another inquiry screen (C11-
16), the CO1 or C02 screens, or END. If the C14 screen was accessed
through the C10 screen, the operator may branch back to the C10
screen. If this field is left blank, the next sequentially numbered inquiry
screen (C15) will be displayed.

If the message “"HISTORY OVERFLOW RECORDS" appears at the bottom of the C14 screen
you may review previous fiscal segments using the following function keys.

PF8 Key: Will be used to page back to the very first screen of fiscal activity.

PF9 Key: Will be used to page back one page at a time from the previous fiscal
segments.

PF10 Key: Will be used to page forward one page at a time from the previous fiscal
segments.

PF11 Key: Will be used to page ahead to the last page of fiscal segments.
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PF12 Key: Will return you to the current C14 screen for the record you are viewing.

MM-DD-YY
FILE NUMBER PY DED STUB

CARS

NO TRX DATE
XXX MM-DD-YY XXX Z2Z,2729.99

XX
XX
XX

XX
XX
XX

XXX MM-DD-YY
XXX MM-DD-YY
XXX MM-DD-YY

XXX MM-DD-YY
XXX MM-DD-YY
XXX MM-DD-YY

31

Cl4
DC DC DATE DC INS DT TOTAL AR DISC RO
XX-XXX-XXX XX XXX XXXXXXX XXX MM-DD-YY MM-DD-YY

FISCAL TRANSACTION HISTORY

HINES

272,229.99 MM-YY XX

CODE TRX AMT AMT PRIN AMT INT AMT ADM AMT COURT AMT MARSH XX
22,229.992%2,229.99

XXX 72Z,2Z9.
XXX 72Z,2Z9.
XXX Z7Z,7279.

XXX Z27Z,7279.
XXX Z27Z,72729.
XXX 72Z,2Z9.

XXX MM-DD-YY XXX Z77,72729.99

XX XXX MM-DD-YY XXX Z7Z7Z,7ZZ9.
XX XXX MM-DD-YY XXX Z7Z7Z,7ZZ9.
XX XXX MM-DD-YY XXX ZZ,ZZ9.

XXX MM-DD-YY XXX 2Z7Z,727Z9.99

2Z,2729.99

99 77,279.
99 77,279.
99 77,779.

99 Z77,7279.
99 Z77,7279.
99 77,279.

2%,279.99

99 77,779.
99 Z77,7279.
99 Z77,7279.

2%2,229.99

27Z,229.99

99 77,279.
99 77,779.

99 77,7279

99 727,7229.
99 727,7229.

99 77,779
2%2,7229.99

99 77,279.
99 Z77,7279.
99 Z77,7279.

2%2,7229.99

NEXT SCREEN-TRX

32

C15 Referral Data Inquiry Screen

272,7229.99

99 77,279.
99 77,279.
.99 72,779.

99 Z77,7279.
99 Z77,7279.
.99 22,7279.

72%,7229.99

99 77,279.
99 Z77,7279.
99 Z772,7279.

2%,7229.99

The C15 inquiry screen displays data from the Master record concerning
referrals of Accounts Receivables to District Counsels or U.S. Attorneys. It
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99
99
99

99
99
99
77,

XXX

7%,779.
7%,72729.
7%,7279.

27,779.
7%,779.
7%,7279.

9977,229.
9977,279.
99727,279.

9977,7279.
9977,7279.
9977,7229.

229.9922,7229.99
99727,229.992%,229.99
99 7%,72729.9927,72729.99
99 77,229.992%7,229.99 XX
2%,7229.992%,7229.99

PASSWORD XXXX

99
99
99

99
99
99

XX
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also show special studies indicators 11-39 which are used to show special
conditions in the master. All fields are display-only, with the exception of
"NEXT SCREEN-TRX" and "PASSWORD-AUTH."

NEXT SCREEN-TRX: The operator uses this field to branch to another
inquiry screen (C11-C16), the C01
or C02 screens,
or END. If the C15 screen was accessed through
the C10 screen, the operator may branch back to
the C10 screen. If this field is left blank, the next
sequentially numbered inquiry screen (C16) will be
displayed.

33

MM-DD-YY Cl15
FILE NUMBER PY DED STUB DC DC DATE DC INS DT TOTAL AR DISC RO
KX -XXX-XXX XX XXX XXXXXXX XXX MM-DD-YY MM-DD-YY ZZ,ZZ9.99 MM-YY XX

OBLIG CODE KXXXXX CR RTN IND X (message display)

SUB OBLIG CD 9999 LGY IND X CRA ADDRESS
CR RPT COST 7%Z,Z72Z9.99

CR REQ DATE

CR RTN DATE

REFERRAL DATA SEGMENT Special Studies Indicators
DIARY 11 CVR IND O 12 IVM IND

0

TYPE CODE DATE REF ORIG AMT 13 SP PROJ 0O 14 SSTI 14

0 15 PMTPRV 16 SSI 16 O X XXX  MM-
DD-YY XXX 22,779.99 17 SST 17 0 18 SSI 18 O
X XXX MM-DD-YY XXX 2%2,229.99 19 123 LTR 0 20 SSI 20
X XXX MM-DD-YY XXX 22,229.99 21 SSI 21 0 22 SSI 22 0 X
XXX MM-DD-YY XXX 7272,2729.99 23 SSI 23 0 24 SSI 24 0
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XXX
XXX
XXX
XXX
XXX
XXX
XXX
XXX

DX X X X X

MM-DD-YY
MM-DD-YY
MM-DD-YY
MM-DD-YY
MM-DD-YY
MM-DD-YY
MM-DD-YY
MM-DD-YY

NEXT SCREEN-TRX XXX

XXX
XXX
XXX
XXX
XXX
XXX
XXX
XXX

7%,229.
2%,2729.
2%,2729.
7%,2729.
7%,7229.
7%,229.
2%,2729.
7%,2729.

99 25 8sI 25 0 26 SSI 26 O
99 27 SSI 27 0 28 SSI 28 O
99 29 ssI 29 0 30 sSI 30 O
99
99
99

99

PASSWORD XXXX

34

C16 Waiver/Interest/Administrative Cost Data Inquiry Screen

The first portion of the C16 inquiry screen displays information from the
master record concerning waivers of Accounts Receivables. The second
portion displays information from master records delineating Interest and
Administrative cost data. All fields are display-only, with the exception of
"NEXT SCREEN-TRX" and "PASSWORD-AUTH" fields.

NEXT SCREEN-TRX: The operator uses this field to branch to another inquiry
screen (C11-15), the CO1 or CO2 screens, or END. If the
C16 screen was accessed through the C10 screen, the
operator may branch back to the C10 screen. If this field
is left blank, the C11 screen will automatically displayed.
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MM-DD-YY Cle
FILE NUMBER PY DED STUB DC DC DATE DC INS DT TOTAL AR DISC RO
XX-XXX-XXX XX XXX XXXXXXX XXX MM-DD-YY MM-DD-YY ZZ,ZZ9.99 MM-YY XX

WAIVER DATE MM-DD-YY WAIVER INTEREST 22,229.99
WAIVER PRINCIPAL ZZ,ZZ9.99 WAIVER ADM COST 22,229.99

INTEREST-ADMINISTRATIVE COST HISTORY
DATE AMOUNT CHG DATE AMOUNT CHG

DATE AMOUNT CHG

MM-DD-YY Z2Z,2Z9.99 XX 15 MM-DD-YY ZZ,ZZ9.99 XX 29 MM-DD-YY Z7Z,2Z9.99 XX
MM-DD-YY Z2Z,2Z9.99 XX 16 MM-DD-YY ZZ,ZZ9.99 XX 30 MM-DD-YY Z7Z,2Z9.99 XX
MM-DD-YY Z2Z,2Z9.99 XX 17 MM-DD-YY ZZ,ZZ9.99 XX 31 MM-DD-YY Z7Z,2Z9.99 XX
MM-DD-YY Z2Z,2Z9.99 XX 18 MM-DD-YY ZZ,ZZ9.99 XX 32 MM-DD-YY Z7Z,2Z9.99 XX
MM-DD-YY Z2Z,2Z9.99 XX 19 MM-DD-YY ZZ,ZZ9.99 XX 33 MM-DD-YY Z7Z,2Z9.99 XX
MM-DD-YY Z2Z,2Z9.99 XX 20 MM-DD-YY ZZ,ZZ9.99 XX 34 MM-DD-YY Z7Z,2Z9.99 XX
MM-DD-YY Z2Z,2Z9.99 XX 21 MM-DD-YY ZZ,ZZ9.99 XX 35 MM-DD-YY Z7Z,2Z9.99 XX
MM-DD-YY Z2Z,2Z9.99 XX 22 MM-DD-YY ZZ,ZZ9.99 XX 36 MM-DD-YY Z7Z,2Z9.99 XX
9 MM-DD-YY ZZ,ZZ9.99 XX 23 MM-DD-YY ZZ,Z29.99 XX 37 MM-DD-YY ZZ,ZZ9.99 XX
10MM-DD-YY Z7Z,Z729.99 XX 24 MM-DD-YY Z7Z,2Z9.99 XX 38 MM-DD-YY ZZ,Z29.99 XX
11MM-DD-YY Z7Z,7229.99 XX 25 MM-DD-YY Z7Z,2Z9.99 XX 39 MM-DD-YY ZZ,Z29.99 XX
12MM-DD-YY Z7Z,7229.99 XX 26 MM-DD-YY Z7Z,2Z9.99 XX 40 MM-DD-YY ZZ,Z29.99 XX
13MM-DD-YY ZZ7,7229.99 XX 27 MM-DD-YY Z7Z,2Z9.99 XX

14MM-DD-YY Z7Z7,7229.99 XX 28 MM-DD-YY Z7Z,2Z9.99 XX

W oUW

NEXT SCREEN-TRX XXX
PASSWORD XXXX

36

HELP
POINTS OF CONTACT

1. CAROLS SECURITY OFFICER

Forward all access request forms to the CAROLS security officer at
your station. The form must be prepared in accordance with
instructions on the form.

NOTE: The station security officer will mail all
CAROLS access forms to PETER W. KOSTOHRYZ,
NETWORK SUPPORT CENTER DIRECTOR 335/20, St.
Paul VARO, Bishop Henry Whipple Federal Bldg, Ft.
Snelling, St. Paul, Mn. 55111.
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2. ST. PAUL NETWORK SUPPORT CENTER HELP DESK - Contact the
St. Paul HELP desk at 612-970-5235 with questions concerning:

a. Logon or Logoff problems

b. Password Forgotten

¢. Completion of VA Form 20-8824a

d. Password LOCKOUT - Contact your supervisor. The

supervisor should contact the St. Paul
Network Support Center help desk.

4.  CAROLS POINT OF CONTACT

Contact the CAROLS Point Of Contact or alternate at your
station with questions concerning:

CAROLS SCREENS and MASTER RECORD INFORMATION
If the question cannot be resolved on station, the CAROLS
POINT OF CONTACT should call 612-970-5731.

37
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