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M21-1MR, Part III


Section G.  Transferring Electronic Claims and Electronic Claims Folders (eFolders)
	In This Section
	This section contains the following topics: 


	Topic
	Topic Name

	1
	Transferring Out Electronic Claims and eFolders

	2
	Transferring In of Electronic Claims and eFolders


1.  Transferring Out Electronic Claims and eFolders
	Introduction
	This topic contains procedures for transferring out electronic claims and electronic folders (eFolders), including

· procedure for transfer-out of electronic claims, and

· procedure for permanent transfer-out of eFolders.


	Change Date
	July 14, 2015


	a. Procedure for Transfer-Out of Electronic Claims
	Follow the steps in the table below to transfer out electronic claims. 
Note:  Do not routinely transfer claims to another Regional Office’s (RO’s) jurisdiction based solely on where the Veteran resides.  See M21-1, Part III, Subpart ii, 5.D.1.a for authorized exceptions to this policy.



	Step
	Action

	1
	Log into Veteran’s Benefits Management System (VBMS).

	2
	Open the RO’s work queue.

	3
	Does the claim fall under the jurisdiction of a Pension Management Center (PMC) that is co-located with the RO?

· If yes, proceed to the next step.

· If no, proceed to Step 13.

	4
	Use filtering options to identify the claim(s) to be transferred out.

	5
	Select the checkbox to the left of the claim(s) identified in Step 4.

Notes:  Users may only choose claims displayed on the same page.  If a user moves to another page in the work queue, selections made on the previous page are cleared.

	6
	Click on the ACTIONS drop-down box.

	7
	Select LANE REASSIGN.

Result:  The REASSIGN SEGMENTED LANE screen appears.

	8
	Select PMC NATIONAL.

	9
	Select the reason(s) for reassigning the claim(s) to a new lane.  This is accomplished by 

· selecting the default reason(s) that will be applied to all reassigned claims, or

· scrolling down to each reassigned claim and selecting the reason(s) for lane reassignment.

	10
	Click on the SUBMIT button.

	11
	Follow the instructions in the table below.

If …

Then …

a green banner appears, indicating successful lane reassignment

proceed to the next step.

a yellow banner appears, stating the claim(s) is(are) currently assigned 

· select 

· KEEP USER ASSIGNMENT, or

· UNASSIGN ALL, and

· proceed to the next step.



	12
	Return to the RO’s work queue.

	13
	Select WORK NOT ASSIGNED TO AN INDIVIDUAL in the SHOW drop-down box.

	14
	Select the checkbox to the left of each claim to be transferred.

Notes:  Users may only choose claims displayed on the same page.  If a user moves to another page in the work queue, selections made on the previous page are cleared. 

	15
	Click on the ACTIONS drop-down box.

	16
	Select BROKER CLAIM.

	17
	In the SEND TO field, select the RO to which the claim(s) is(are) being transferred.

	18
	In the PERMANENT NOTE field, briefly describe the reason for the transfer.

	19
	Click on the SUBMIT button.

Notes:

· If the transfer is successful, VBMS displays a blue confirmation banner until the work queue refreshes.

· If the transfer is unsuccessful, VBMS displays a red failure banner.  Repeat the process until the transfer is successful.

	20
	Does the electronic folder (eFolder) need to be permanently transferred-out (PTO)?

· If yes, go to M21-1, Part III, Subpart ii, 5.G.1.b, or
· If no, no further action is needed.


	Note:  Effective February 24, 2015, system logic modification allowed the brokering of claims in VBMS to be recognized instantaneously without need for a Control of Veterans Records System (COVERS) soft transfer.


	b.   Procedure for Permanent Transfer-Out of eFolders
	For any claim that requires an updated station of origin (SOO), both VBMS and COVERS PTO actions are needed, even if no actual paper claims folder is transferred.
Follow the steps in the table below to PTO an eFolder.


	Step
	Action

	1
	Select the TRANSFER OUT button under TRANSFERS in the COVERS Main Menu.

	2
	Enter the claim number for the folder being transferred-out.

	3
	Select CLAIM for FOLDER TYPE.

	4
	Select PERMANENT as the TRANSFER TYPE.

	5
	Click on the OK button.

Result:  If a record of the eFolder exists in COVERS, the TRANSFER FOLDER dialog box appears.

	6
	Select the box labeled ADJUDICATION PENDING, if appropriate.

	7
	Enter any relevant information or instructions in the ROUTE TO and REMARKS fields.

	8
	Select the RO to which the eFolder is being transferred from the drop-down menu in the TRANSFER TO field.

· Note:  If the eFolder is being transferred to a PMC, click on the box labeled PMC or the box labeled VARO. 

	9
	Select No in the CREATE TRANSFER SLIP? box.

	10
	Click on the OK button.

Important:  

· Do not send the receiving RO paper claims folders or other paper documents associated with claims folders that have already been scanned into VBMS 
Note:  VA systems will not reflect the new office of jurisdiction until the RO to which the eFolder was transferred accepts the transfer according to the instructions in M21-1, Part III, Subpart ii, 5.G.2.a. 


2.  Transferring In of Electronic Claims and eFolders
	Introduction
	This topic contains information on receiving electronic claims and eFolders that were transferred from another RO, including

· accessing electronic claims transferred-in from another RO, and

· procedure for transferring-in eFolders.


	Change Date
	July 14, 2015


	a. Accessing Electronic Claims Transferred-In From Another RO
	Claims successfully transferred in VBMS from another RO will appear in the receiving RO’s VBMS work queue.

Note:  Users can access the NOTES section of a claim to see who transferred the claim and the originating RO.


	b.  Procedure for Transferring-In eFolders
	In order to finalize the permanent transfer of an eFolder from another RO, the receiving RO must accept the transfer through COVERS. 

Failure to do so will show an incorrect jurisdiction of the eFolder and will  result in inaccurate work credit since any corresponding end product (EP) will not reflect the correct station of jurisdiction (SOJ).
Follow the steps in the table below to complete the transfer-in of an eFolder.


	Step
	Action

	1
	Open the COVERS application.

	2
	Verify that the location is shown correctly in COVERS.

	3
	· From the MAIN MENU select the FOLDERS RECEIVE button.  

· The ENTER FOLDER IDENTIFICATION (RECEIVE FOLDER) window will appear.

	4
	· Enter the claim number for the folder being searched.

	5
	· Select CLAIM for the folder type.

	6
	Select OK to continue the process.

A grid will display showing the number of claims folders that have been received by the user’s location.

Note:  Once properly received in, the SOJ will change to reflect the RO receiving the eFolder.
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