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1. INTRODUCTION

The Training Manual/Electronic User’s Manual documents the process by which a Department
of Veterans Affairs (VA) user can use the Source Material Tracking System (SMTS) to track
performance on the File Conversion Services (FCS) program — the software is called the FCS
portal. This software functionality is part of a larger VA effort to accomplish the goal of creating
an electronic end-to-end processing environment at the Veterans Benefits Administration (VBA).
To achieve this vision, VBA must first scan and upload to VBMS non-electronic Veteran records.

The process includes the following steps:
The FCS team scans non-digital Veteran files.

2. At the scanning facility, files are prepped, scanned, indexed and uploaded to the Veterans
Benefits Management System (VBMS) database.

3. Source materials are then de-prepped/disassembled and held for 60 days prior to transfer
to long-term storage facility storage.

4. Source materials are shipped to long-term storage.

Regional Office (RO) users will access the FCS portal to mail material to the scanning vendor,
handle exceptions, and create rescan requests. Options related to scanning and uploading
materials do not apply to RO users.

This manual also includes information for RMC users. RMC users will search and/or request files
and request RMC rescans.

NOTE: Screen captures may vary from what the user will see as the available menus and options
depend upon the user’s role and permissions.

2. FCS PORTAL SCREEN TRAINING

This section includes training on each of the software screens that VA users will require to
request a file and to check on the status of a request. Each screen is shown visually on the page
along with a description and/or instructions on how to access the desired functionality.

2.1 FCS PORTAL LOGIN SCREEN

Access the system.

The VA FCS Portal Login window (Figure 1) displays the FCS logo in the upper left and the logo
of GDIT, the contracting company which designed the software, on the upper right.
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& VAFCS Portal

Select Login Method

This website is protected with SSL security

Contact Support:  fos-support@gdit.com 1l Fax Cover Shest

““WARNING**WARNING**WARNING**

You are accessing a LS. Government information system, which includes: (1) this computer, (2) this computer network, (3) all computers connected to this netwark, and (4) all devices and storage media
attached to this Netwerk o to & Computer on this network. This information system is provided for U.S. Government-authorized use only. Unauthorized of Improper use of this system may result in disciplinary
action, and civil and criminal penalties. By using this information system, you understand and consent to the following:
+ You have na reasenable expectation of privacy regarding any communications transmitted through o data stored on this information system. At any time, the govermment may monitor, intercept, search
and/or seize data transferred or stored on this information system.
« Any communications transmitted through or data stored on this Information system may be disclosed or used for any U.5. Govemment-authorized purpose. For further information see the Department
order on Use and Monitoring of Department Gomputers and Gomputer Systems.

© 2023 VA FCS Test 0.0.535

Figure 1: VA FCS Portal Login Screen

Below the Login Method section of the VA FCS Portal Login page is information to contact
support and a warning about using the system only for authorized purposes.

3. FCS REQUESTS TAB

Once the login process is complete, the VA4 File Conversion Services home page appears (Figure
2). This page contains a navigation bar at the top which shows the name of the software at the
left, followed by tabs accessing functions to the right. The tabs you see depend upon your user
role. Your username appears at the far right of the bar following the words Signed in as.

A& VAFCSTest [IRequests ~ W Shipping v @RMC ~ 4, Signed in as mhuff v

@ VAFile Conversion Services (FCS)

Welcome to the VA FCS Test

© 2023. VA FCS Test 0.0.535 Help?

Figure 2: VA File Conversion Services Home Page

Selecting Requests displays a drop-down window (see Figure 3).

A& VAFCSTest [lRequests v W Shipping v+ @RMC ~

" File Search

@ VAFile!

B Requested File Status

Figure 3: Requests Drop Down Menu
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The two main functions are available from the Requests menu:

1. File Search: This allows the user to search to see where a file exists in the system.

2. Requested File Status: This allows the user to see details on the requested file’s status.
Additional functions may display based on your user role. These are addressed in other
documentation.

3.1 FILE SEARCH

When you select File Search from the Requests menu, the File Search page appears (Figure 4).
The page contains the File Search field which contains the instructive text Enter File# or DCSID
or Box# or RMN. Below the field, the three sections indicate what system contains the file (if
found).

A VAFCSTest [lRequests v W Shipping v @RMC ~ 4, Signed in as mhuff ~

iz File Search

File Search Enter File # or DCSID or Box# or RMN W

FCS Search Result
RO Search Result
RMC Search Result

© 2023. VAFCS Test 0.0.535 & Help?

Figure 4: File Search Screen

In Figure 5, the user has entered the file # 789451234. Once the user clicks the Search button, the
system displays the current status below the File Search box on the same screen.

x File Search

File Search 789451234| [

Figure 5: User has entered file number 789451234

Figure 6 shows the Search Result for file # 789451234. In this case, the file has already been
received at scanning as demonstrated by:

a. Inthe Search Result section, a status bar with checkmarks show that the file has
progressed to the Shipped to Scanning stage.

b. The Box Timeline Information line shows a progression of shipping dates.
The TAT(s):(Days) section shows statistics for the length of file processing.
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d. The File Status at the bottom of the page reads Received at Scanning.

& File Search

File Search 780451234

1) Box # M0000001118 Su

FCS Search Result

376VB 11152011180
122345234267892390

ccccccccccccc

File Status: Received at Scanning

Retumed

93559
00365

RO Search Result

Figure 6: Search Result Showing File has been received at Scanning Facility

Even though a file has been requested, it has not necessarily been processed for scanning. It may
sit in storage at the scanning facility with a large batch of files awaiting final processing. If the
file is urgently required, you can request it be expedited for immediate processing. Selecting the
Submit Scanning Request button in the Search Result area opens the File Request function.

Note: If the file has already been uploaded, you will not be able to click the Submit Scanning

Request button.
3.2 FILE REQUEST

If you search for a file and it is not found, you can click Submit Scanning Request and the FCS
File Request page appears with the file number automatically populated (Figure 7). This function
allows you to request a file that has not yet been uploaded to be expedited for scanning and

upload. This essentially bumps the file up in the process by marking it as either a Pending Claim

or Urgent.

@ VAFCSTest ElRequests v W Shipping v @RMC v

¥ FCS File Request

File Number * 789451234

Request Type *

Please enter a valid VA File Number or Social Security Number and then select a valid reason why you are searching for the File/Record.

2, Signed in as mhuff v

Figure 7: FCS File Request Page




Prime Contract: 36CI0E19D0015
Task Order: 36C10D24N0035 Training Manual/Electronic User’s Manual — RO Edition

On this page, you can select the reason for the request from the Request Type drop down. You can
select one of two types of request:

e Pending Claim: This type of request will be processed in 48 hours
e Urgent: This type of request will be processed in 24 hours.

In Figure 8, the user has selected Pending Claim from the Request Type drop down menu. When
you are ready to submit, click the Search button.

A VAFCSTest [ElRequests v W Shipping v @RMC ~

¥ FCS File Request

Please enter a valid VA File Number or Social Security Number and then select a valid reason why you are searching for the File/Record.

File Number = 789451234

Request Type * Pending Claim ~

Figure 8: FCS File Request Page

Once you click Search, the system processes and displays a page showing the file requested
overlaid by a Success message (see Figure 9).

SUCCESS

New file request for file # 789451234 was created successfully

Figure 9: FCS File Request with Success Message
Select the OK button. The File Request screen appears with the status (Figure 10).
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& FCS File Request

Please enter a valid VA File Number or Social Security Number and then select a valid reason why you are searching for the File/Record

File Number *

Request Type * solact File R 1 v
B3

Thank You For Your Reguestl
3
v New file request for file # 780451234 was created successfully

File Search Result:

We have found file # (789451

ystem. Here is file

Box Type DCSID RMN Comments

P2 Received at Scanning M0000001118 OMPF KQIF3MQC54141A 3768VB1115201118D

Figure 10: New File Request Created

In this example, the box beneath the Search button contains a message indicating that the file
request has been created for the specified file number. Beneath this message, the File Search
Result area displays further information regarding the file number.

If the file has been previously requested, the system displays a warning message indicating the
request already exists in the system (Figure 11).

WARNING

Request for file # 789451234 already exists in the system|

Figure 11: File Already Requested Warning Message

Close the Warning Message by clicking the OK button. The F'CS File Request page displays the
status of the requested file (Figure 12).

B FCS File Request

Please enter a valid VA File Number or Soclal Security Number and then select a valid reason why you are searching for the File/Record.

File Number *

Request Type v

Thank You For Your Request!
Request for file # 789451234 already exists in the system.

File Search Result:

We have found file # (789451234) in our system. Here is file status
Box Type DGSID RMN Comments
[P Received at Scanning MO0D0001118 OMPF KQIF3MQC54141A 376VB1115201118D

Figure 12: FCS File Request Page showing Status of already-requested file
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The page displays information indicating that this file request already exists in the system and is
somewhere in the scanning process. The File Search Result section displays a message that the
file has been found in the system and provides the status in a table with the following columns:

e Status: in this instance, the file has been Received at Scanning.
e Box #: lists the box containing the file.
e Type: identifies the file type; here OMPF.

e DCSID #: if populated, indicates that the file has been processed in the VA
COVERS/VBMS system.

e RMN #: if populated, indicates that the box containing the file has been processed in the
VA COVERS/VBMS system.

e Comments: Provides additional information on the file.

If you need to change the already requested file from Pending to Urgent, then you need to repeat
the search from the beginning. Once you click Submit Scanning Request, select Urgent from
the Request Type tield. The Urgent Reason drop-down field appears (Figure 13).

Urgent Reason: * ~

Congressional Inquiry/Special Interest
Former Prisoner of War

Hardship

Homelessness

NCA Request

Nehmer I
Suicidal -

Figure 13: Urgent Reason Request Field

The available options to justify the urgency of the request include the following:
e Congressional Inquiry/Special Interest
e Former Prisoner of War
e Hardship
e Homelessness
e NCA Request
e Nehmer
e Suicidal
e Terminal Illness
e Level9

Once you have entered the Urgent Reason, click the Search button. A Warning message appears

indicating that file number request already exists (Figure 14). It also indicates that the request has
been changed from Pending Claim to Urgent. The Urgent claim overrides the Pending Claim

status, and the file request will be expedited to be available within 24 hours rather than 48 hours.
Any user that has requested this file can track the file status through SMTS.
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WARNING
Request for file # 789451234 already exists in the system. But
request type has changed from "Pending Claim" to "Urgent"

Figure 14: Warning Message
Click the OK button. The FCS File Request page displays the file status (Figure 15).

¥ FCS File Request

Please enler a valid VA File Number or Secial Securily Number and then select a valid reason why you are searching for the File/Record

File Search Result:

B3 Received at Scanning MO0G0001118 OMPF KQIF3MQCs4141A

Figure 15: FCS File Request Page with File Status

3.3 REQUESTED FILE STATUS

This Requested File Status function allows you to check the status of files you have for which
you have requested expedited processing. To access this function, select Requested File Status
from the Requests menu. The FCS Requested File Status page appears (Figure 16). This page
offers multiple methods to search the status of previously requested files.

B FCS Requested File Status 8 swm
Show: (166 %
o 8 .H
. -
] 1 [ PF 1180 3 A o "; > o

Figure 16: FCS Requested File Status Page

This page allows you to select Open or Complete for the File Request Status. Open is selected
by default. You can also select the following in the Request Type field:

¢ Pending Claim

e Urgent

e NPRC Urgent
e NPRC CtoP

e NPRC Priority
[ ] All

The default selection is Urgent.
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If you change the File Request Status to Complete, the From and 7o fields appear in the upper
right side of the page. You can specify a date range and a Submit button. The system displays
the page with a default date range, but you can narrow (or widen) the search by changing the
dates and clicking Submit.

Filter: Once you have results based on the date range and the request type, you can further
narrow search results using the Filter box above the search results. The system will sort the files
beneath according to the first two characters you type.

The search results appear beneath the Filter box. You will see all files and records you have
requested that meet the search criteria. Each requested item contains data for the following
columns:

e File #: the file number

e Box #: the number of the box containing the file

e Request Type: indicates whether the file is Pending Claim or Urgent.

e File Type: indicates the type of file (such as OMPF)

e DCSID: the VBMS DCSID file record #

e RMN: the VBMS box Record Management Number

o File Upload Status: indicates whether the file has been uploaded

e Upload Date: provides the date of upload if the file has been uploaded

e Box Status: indicates where the file is in the process (such as Processed in VBMS)

If you want to view the details on a specific request, click the plus button (solid circle with plus
sign) next to the request. The system expands to show details (see Figure 17). Note that the plus
button (solid circle with plus sign) changes to a minus button (solid circle with minus sign).
Clicking this will collapse the expanded view.

B FCS Requested File Status
File Request Status|  Open ~ | Request Type| all Bl < oot to Excel
I
Filter: Show: [100 v
= File File Upload Curent = Upload
File # : Source Box # RMN DCsID Box Status Request Type
Type Status Loeatier Date
i Received at
© 764090840 RO c 1ZA4138IW0 146200837 320VB0815225683D LAT40HGUJI1SOA e IE Mt Vernon

Scanning

o fa Recelved at | IRM Lees Summit
fos OMPF M0O00001118 376VB1115201118D KQIF3MQC54141A URGENT
Scanning Temp Storage

0171112023

0171112023
mary.huff@gdit.com

1112012020

12/08/2020

04/13/2021

Iron Mountain Boyars Pennsylvania

1 Dat 0171172023

Figure 17: FCS Requested File Status Page with Expanded Details

Note: If two or more people request the same file, each will be able to see the status of their
request.
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4. SHIPPING
4.1  MANIFEST CHECK IN

You can use this functionality to add shipping manifests to the FCS portal for boxes being sent to
the scanning vendor. You will need both a tracking number and one or more RMNSs. Even after a
tracking number is in the system, you can check in additional RMNss to the same tracking
number if necessary.

Take the following steps to process the shipping manifest:

1. Select Manifest Check In from the Shipping menu (see Figure 18). The Shipping
Manifest Check In page appears (Figure 19).

W WAFCS W Shwpping -

B wandest Chack In

C waniest Seanh and Edt

i UAE & Excegton List

B Ao Encegrtaon

Welcon B Manage P Rescan Pequests

g A R0 Aesscan Risquesds

Figure 18: Shipping Menu

IlIl Shipping Manifest Check In

| Enter Destination Location Information |

Destination Location KY (618 Progress Drive - ML Vernan, KY - 40456) +

| Enter Claim Type |

Claim Type v

| Enter Tracking Mo. Informaticn |

Tracking Number Tracking Number

| Enter RMM Information |

RMN AN
=

Figure 19: Shipping Manifest Check In Page

2. Enter data in the following fields:

e Destination Location
o Tracking Number
e RMN

10
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3. Ifdesired, select a Claim Type from the drop-down list. This field is optional.

Click the Plus Sign (solid square containing circle with plus sign) next to the RMN field.
The entered RMN is added to the system (with a Delete button (solid square containing
circle with X)), and a new RMN field becomes available for the next RMN (Figure 20).

TEMer TTacking No_ TATormation |

Tracking Number €20353821

[ Enter RMN Information ]

376VB0803183793D E
B

Figure 20: New RMN Field Added

5. Enter another RMN and click the Plus Sign (solid square containing circle with plus
sign).
Note: You can add up to 50 RMNs at a time for a Tracking Number before you click Submit.

6. When you have entered all RMNs, click Submit. A message indicating success appears
under the page title.
NOTES:

If you need to add more than 50 RMNss for a tracking number, complete the initial 50 RMNs,
click Submit, then repeat Steps 1 through 6 until you have recorded all RMNs.

If you add an RMN that already exists for a tracking number, the Duplicate RMN error appears
(see Figure 21). In that case, highlight the duplicate RMN and click delete.

Il Shipping Manifest Check In

[ Enter Destination Location Informatian |

Destination Location KY (618 Progreas Drive - Mt. Vemon, KY - 40456)
[ Enter Claim Type )

Claim Type Complated v
[ Enter Tracking Mo, Information |

Tracking Number 1ZA123E45678910111

[ Enter RMN Information |

JT6VBO123456789E ﬂ

RMN ITBVE0123456780E - Oupiicate rnn]

£ X B

Figure 21: Duplicate RMN Error

If you have added an RMN that is invalid/incorrect, you can remove it by clicking Clear (Last)
RMN Entry. This only works for the last RMN entered.

You can also delete an invalid/incorrect RMN by clicking the Delete button (solid square
containing circle with X). This method will allow you to remove any of the RMNs entered.

If you click Clear All, that deletes all the data on the page.

11
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4.2 SEARCH

You can use the search function to edit tracking numbers or RMNs. You can also delete a
tracking number/RMN combination from the system.
Take the following steps to search for a particular manifest:

1. Select Manifest Search and Edit from the Shipping menu. The Search and Edit Shipping
Records page appears (Figure 22).

Il Search and Edit Shipping Records

[ Enter Tracking No. | [ Edit Tracking No. |

Tracking Number

[ Enter RMN | [ Edit RMN]

BRMN

Figure 22: Search and Edit Shipping Records Page

2. Enter a tracking number or RMN into the appropriate field, then click Search. The
results, if any, appear below the buttons (Figure 23). If there are no results the table will
indicate that no results have been found.

Il Search and Edit Shipping Records
[ Enter Tracking No. ] [ Edit Tracking No. ]
Tracking Number 20353821
[Enter RMN ] [EditRMN ]
RMN
Tracking Number RMN Claim Type Destination
T8 C20353821 376VB0803183793D 2
T8 C20353821 376VB0803193793D 2

Figure 23: Search and Edit Shipping Records Page with Search Results

Note: This does not accept wild cards or partial text. You must enter the entire tracking number
or RMN to get search results.

3. Click Select next to the tracking number/RMN you want to edit. The selected line’s data
appears in the Edit fields above the buttons.

4. Change the tracking number and/or RMN as desired, then click Update Record. A
success message appears below the page title.

Note: If you want to remove a tracking number/RMN combination from the system entirely, then
after you click Select, click Void Tracking/RMN. A confirmation message will appear — enter
an explanation in the field and click OK. A success message will appear below the page title.

12
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4.3 EXCEPTIONS

You can use the FCS portal to manage exceptions that arise from the FCS process. The FCS
portal allows you to view a list of exceptions, edit exceptions, or add exceptions.

4.3.1 Exception List

To view the list of exceptions, select Exception List from the Shipping menu. The Exception List
page appears (Figure 24). By default, the system lists all non-resolved exceptions.

A VAFCS W Shipping ~
# Home / Exceptions
= Exceptlon LISt From: 2016-02-17 To: 2020-12-14
S——— & | [ | o - & Com rn
BT e
Filter: ) Show: [100 v|
Date . Exception Shlp.plng
Ex. # = UPS Tracking # AMN = Manifest Status o
Created Claim Type 5
Claim Type
LE
O 213334 07/09/2020 1ZA407E8B0356797698  376VB0O706200058A P CREATED
[onereo e
2
© 213341 07/13/2020  1ZA4OTE80355350832 376VBO707200035A P GREATED
[crcre) e
‘/,‘. t
© 213334 07/28/2020  1ZA407EBO357419255 376VBO716200114A P P ‘
X Delete
D
© 213400 07/30/2020 1ZA407E80357101114  376VB0724200150A P P CREATED
2 Ean
© 213420  08/04/2020  1ZA40TEB0355169412 376VBO727200160A P P
| x Detete
» ‘; o
© 213481 08/19/2020  1ZA396Y00371329595 376VB0BO7207001E OMPF OMPF ]
| X Delets

Figure 24: Exception List Page

At the top right of the page, there are From and 7o dates where you can change the dates
covering the exceptions you want to view. Once you change the date, click Show Table to
display the new list. You can also filter the list by 7Tracking No. and/or RMN by typing characters
in those fields and clicking Search. If you click Clear Result the system redisplays the list
without the filter.

You can also choose to display exceptions by Status using the drop-down list next to the Export
button. Statuses include: All, Pending, Resolved, Created, Information Provided, and
Additional Information Requested. If you want to export the list of exceptions to an Excel
spreadsheet, click Export.

The table listing the exceptions contains the following columns: Ex. #, Date Created, UPS
Tracking #, RMN, Exception Claim Type, Status, an attachment column (labeled with a paper
clip), and a column with Edit and Delete buttons.

You can sort the list by any of the columns by clicking on the double-arrow at the top of the
column. In addition, the plus button (solid circle with plus sign) in the Ex. # column will display
additional information on that exception when clicked.

13
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4.3.2 Edit Exceptions

At times, you may need to edit the information in a particular exception. This could include
adding information to as requested for exceptions that have the status Additional Information
Requested. That status indicates that the exception cannot be resolved without providing more
information. You will only be providing information as requested — you will not be able to
approve or deny an exception.

To add information to an exception:

1. From the Exception List page, select the Edit button in the row of the exception you want
to edit. The Shipping Exception page appears for editing the selected exception (Figure

i n |
A\ /'
Ehipping Excepton
£y
o o
S
Create Date: Exzapton No " Snm
B eo-20-2020 # 23773 ML Wernon in
LIPS Tracsing #: FMM
.% T2AIIEBAGA4 1S AT . JOEVEOS 11208920
DCS o L D
& posu B a0 wie
* Magicrid Office:
Maves ik L] | | Typa & Miaing (8 o
Claim Tye: From Shipuing Manifzst: * Emceplion Clim Type:
VAE P = | VAE P 2}

Mo LIPS Tramhing & Cammants:

¥ .
M BN
“
Mg DTS 1D &
BB row e
o~
Status: Fresciuton Dates
@ socnianal Intoem ation Aagusatad B sz-pa.2amn

Bk tn Buodptlonn

Figure 25: Shipping Exception Page — for Editing

2. Review the comments (if any) to determine what information needs to be added or
updated.

14
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3. You can add your own comments to the Comments field to address the comments. You
can also upload additional data by dragging and dropping documents to the upload area at
the bottom left.

4. Once you have completed your actions, click Update.

4.3.3 Adding an Exception
If you need to add an exception, take the following steps:

1. Select Add Exceptions from the Shipping menu. The Shipping Exception page appears
with blank fields (Figure 26).

te Oato: Excagtion ¥

] & in
Ui acking & AMN:

¥ L]
0Cs I Fila Numier:

L -]

agonal Offic ption Typ

v @
T mmes

Mo LIPS

]
Merw RN
New DCS |

m

N————Y -

Figure 26: Shipping Exception Page — for Adding
Enter the data in the fields. All fields marked with a red asterisk are required.
3. In the Site field, select Mt. Vernon from the dropdown list.

For the Exception Claim Type, select one of the following:

e A-Active

e (C —completed. The claim has already been completed.

e P —pending. The claim is still pending.

e Pre — Predischarge

e VRE P —the VRE claim is still pending.

e FID C — the fiduciary claim is completed.

e FID P - the fiduciary claim is still pending

e OMPF - Official Military Personnel File

15
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5. For the Exception Type, select one of the following:
e Type 1: Missing Folder — there is a folder listed on the manifest that is not in
the box.

e Type 2: Missing Shipping Information — a box was received where the
shipment was not entered into the Manifest Check In page before it was
shipped.

e Type 3: Missing DCS — There is a DCS on the manifest that is not in the box.

e Type 4: Unscannable Media — media was received that the warehouse cannot
process.

e Type 5: Missing Manifest — a box was received without a manifest sheet.
e Type 6: Missing Manifest and DCS — both the Manifest and DCS is missing.

e Type 7: Miscellaneous Exception — an exception that does not fit in the other
categories.

e Type 11: OMPF has not DCS/RMN — an OMPF is receive for which a
DCS/RMN has not been created.

6. When you have finished adding data, click Create. The system creates the exception.
4.4 RESCANS

4.4.1 Manage Rescan Requests
To manage rescan requests, take the following steps:

1. Select Manage Rescan Requests from the Shipping menu. The Manage Rescan Requests
page appears (Figure 27).

® Manage Rescan Requests

& Pending Requests 1= Rescan Request Operation i= Rescan Request Status ~

Denied : 169 Closed : 271 In Progress : 1

& Export & ExportAll
Filter Show:
Ticket # ~ DCsID RMN Processing Facility Priority Color Status Action
O 516 J2HKORLE-3060HQ 320VB05091789418 exela Regular X 2 Edit
Showing 1t0 1 of 1 entres - -

Figure 27: Manage Rescan Requests Page

2. Ifyou want to display only rescan requests with a particular status, you can click Rescan
Request Status dropdown button and select one of the following:
e Pending — the rescan request is ready to be worked
e C(Created — a new rescan request was created
e Closed — the rescan request is complete
e Approved — the rescan request was approved
e In Progress - the rescan request is in progress
e Denied — the rescan request was denied
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e Request Clarification — clarification is required to complete the request

e (larification Completed — clarification was provided

e Request Information — more information is required to complete the request
e Request Information Completed — information was provided

e All —list all rescan requests

3. If you want to delete a request, click Delete in the row you want to delete. The selected
request is deleted.

4. Ifyou want to edit a request, click Edit in the row for that request and follow the
instructions in Section 5.2.
4.4.2 Edit Rescan Request

You can edit a rescan request to clarify or add information or to approve or deny the request (if
you have the appropriate role). To edit a request:

1. From the Manage Rescan Requests page, click Edit on the row of the request you want to
edit. The Edit Rescan Request page appears (Figure 28).

Il Edit Rescan Request

Multiple rescan requests with the same DCS ID already exist

pes Dt JZHKORLE-3060HQ

RMN 320VBO5091789418 Scamning s " Missing Document(.. X

First Name MICHAEL el

Last Name HOPKINS

File Numoer forkz 2 Hign ® Regular

Request Information m

Upaate D

Figure 28: Edit Rescan Request Page

2. Ifyou are an approver select Approve or Deny. Approved requests will be forwarded to
the scanner to rescan the image/file. Denied requests will be returned to the requester
with an explanation for the denial.

3. Ifyou are a field user, enter information in the Additional Information field, then click
Clarification Completed.
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4.4.3

Add Rescan Request

If you need to request a rescan of a file/image, you can add a request by taking the following

steps:

1. Select Add Rescan Requests from the Shipping menu. Alternatively, if you are on the
Manage Rescan Requests page, you can select Add New Rescan Request from the Rescan
Request Operation dropdown menu. The Add Rescan Request page appears (Figure 29).

[l Add Rescan Request

DCS ID*

10/06/2025

Select a Scanning Vend

Figure 29: Add Rescan Request Page

2. Enter the DCSID for the item you want to request a rescan for in the DCS ID field.
3. Click Search. The system automatically populates the following fields:

RMN
First Name

Last Name
File Number
Processing Facility

4. Select a reason for the rescan from the Scanning Issue dropdown list. Options are as

follows:

Alt Media not Scanned — alternative media provided with the documents was
not scanned.

CD not Scanned — CD provided with the documents was not scanned.

Missing Claims Files — claim files provided with the documents were not
scanned.

Missing DCS — a DCS provided with the documents were not scanned.

Missing Document(s) — document(s) provided with the documents were not
scanned.

Missing File(s) — file(s) provided with the documents were not scanned.
Missing Page(s) — page(s) provided with the documents were not scanned.
Missing STR — STR provided with the documents were not scanned.

Poor Quality — documents scanned are of poor quality.

VBMS Error — there is an error in VBMS for these documents.
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5. By default, the Priority is Regular. Click the High option to change the priority.
6. If the scan is to be in color, change the Color field from No (the default) to Yes.
7. 1If desired, add information to the Coach Name and Additional Information fields.

8.

Click Add. The system adds the request.

If you don’t wish to add, click Back to return to the previous page or Reset to remain on the add
page but clear all fields.
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