



CHAIRS USER GUIDE



	1.  This is the initial publication of Training Guide 22-99-2, CHAIRS (Chapter 35 Alternate Input Replacement System) User Guide.  This guide provides users with information on using CHAIRS which will replace the Alternate Means of Input System shown in M22-4, part VII, chapter 2, subchapter II.  CHAIRS is designed to allow RPOs (Regional Processing Offices) to process education transactions that are not available via BDN (Benefits Delivery Network).  



	2.  We plan to place the information contained in this Training Guide into M22-4, part VII, chapter 2, subchapter II in a future manual change.
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Replacement System)



CHAIRS primarily allows stations to update chapter 35 master records for transactions that cannot be made using BDN (Benefits Delivery Network).  It also allows stations to activate chapter 34 master records.  CHAIRS uses a Windows based communications system to transmit the data to Hines.  Stations need to assign appropriate security features to CHAIRS.  See Appendix A for log on authentication instructions.  Stations can use the worksheets shown in Appendix B to send information to a control point in a different location within the station. 
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CHAIRS 

(Chapter 35 Alternate Input Replacement System)



1.  INTRODUCTION



	a.  General.  Certain transactions which cannot be processed by BDN (Benefits Delivery Network) are to be completed through CHAIRS (Chapter 35 Alternate Input Replacement System).  CHAIRS uses a Windows-based program to transmit these chapter 34/35 education transactions to Hines BDC (Benefits Delivery Center).  This User Guide contains instructions for the following transactions: purge recycling transaction (02R), correction to master record (02V), certificate of eligibility (03A & 03C), stop payment (09V) only in connection with a reentrance correspondence award (12C), activation of an inactive chapter 34 master record (23), adjustment of duplicate file numbers (26), and request for education master record writeouts (39V).  Hines runs the data during normal cycle processing as shown in the monthly schedule of operations (see M22-4, pt. II, par. 1.13).



	b.  BDN.  CHAIRS procedures do not replace BDN payment procedures which continue as currently implemented.  Process all chapter 34/35 transactions on BDN that can be processed using BDN.



	c.  Required Actions.  CHAIRS will be installed at the four RPOs (Regional Processing Offices) (Atlanta, Buffalo, Muskogee, and St. Louis) and the Manila RO (Regional Office).  These stations should do all of the following:



	(1)  Designate a control point for data entry of chapter 34/35 transactions using CHAIRS.  The education station's IRM (Information Resource Management) staff should receive the necessary data files for CHAIRS in mid 1999.  The station should install CHAIRS shortly after receiving these files.  If stations encounter any problems with this system, have the RO IRM staff call the Philadelphia Help Desk.  The Philadelphia Help Desk will contact Hines as appropriate.



NOTE:  CHAIRS requires Windows 95.  Currently the education sections for several RPOs do not have Windows 95 installed due to TIMS (The Image Management System) requiring Window 3.1.  In these RPOs, the control point must have access to a personal computer having Windows 95.



	(2)  Give access to CHAIRS to at least two individuals (one primary person to enter data and one person for backup) assigned to the control point.  Once station management appoints these individuals, the RO IRM staff should modify their current PC to include access to the CHAIRS icon.



	(3)  Have a clerk or adjudicator extract the appropriate information from the claims or DEA (Dependents' Educational Assistance) folder and enter it on one copy of a locally prepared worksheet.  Photocopy the screens shown in Appendix B to obtain a supply of these worksheets.  Annotate the folder concerning what transaction was prepared, the date that it was prepared, and the appropriate EPC (end product code) for all transactions processed using this system of entry.  Send the worksheet(s) to the control point.

�

	(4)  Have the control point enter the data from the worksheet(s) prepared by adjudication and sends this data to the Hines BDC data base.  The control point will double click on the CHAIRS icon to access the CHAIRS data base.  The CHAIRS data base will show the main menu shown in figure 1.01.  The operator should click on the first button for the spouse or child, and move from field to field by using the "TAB" key.  CHAIRS will then display the next appropriate screen based on the selection made by the control point operator.



NOTE:  After the control point performs step (4), CHAIRS performs preliminary edits on the data before the data is transmitted to Hines.  



	(5)  Mix transactions together in any order.  Submit one screen for each separate transaction (02R, 02V, 03A, 03C, 09V, 12C, 23V, 26, or 39).  Submit stop payment transactions (09V) only when also submitting reentrance (12C) correspondence awards.



	(6)  Submit any number of transactions.  If a control point operator enters data incorrectly or does not enter required data, the screen shows the message "INVALID/REQUIRED ENTRY."



	(7)  Retain the worksheet(s) following submission of the data.  BDN should show the transactions submitted within 2 cycles following submission of the data.  Review the Chapter 34/35 Schedule of Operations and determine the cycle when BDN should process the transaction.  Review BDN after the second cycle runs.  Resubmit the data if BDN does not reflect it at that time.



	(8)  Have operators notify the station IRM staff if the system cannot be accessed or if the system disconnects while the operators are sending transactions.



	(9)  Dispose of the locally prepared worksheets according to General Records Schedule 20, Item No. 2A, after BDN shows the successful input of data.



	d.  Hines BDC Procedures



	(1)  Hines operates CHAIRS each normal business day.  CHAIRS is available from about 5:30 a.m. until about 9:00 p.m. Central Time.  System requirements, to include normal backup procedures, may prevent CHAIRS from being available at any given time. 



	(2)  RO IRM staff should contact the Philadelphia Help desk if the RO users experience difficulty with this application.  The Philadelphia Help desk will contact appropriate Hines personnel to resolve any difficulties with this system.



	(3)  Hines transmits submitted data to the TCS education queue for batch processing in the next BDN cycle.



	(4)  Handle BDN rejects from this input using current procedures.  (See M22-4, pt. VII, pars. 5.01 and 5.02.)  

�

	e.  Work Flow.  BDN should show transactions within 2 cycles following submission of the data.  Resubmit transactions if BDN does not show the updated data.  See paragraph f concerning coordination activity.



	f.  Coordination Activity.  Each station should use the Education coordinator for CHAIRS activities.  (See M22-4, pt. I, par. 4.04.)  Send the coordinator's name to Education Service, Central Office, “VAVBAWASH/CO/224B”.  Stations should also send this information whenever there is a change of coordinator.



	g.  Work Standards.  Annotate the Education, or DEA folder concerning the appropriate EPC for all awards processed using this system of entry.  Take EPC 250 (chapter 35) for 03A, 03C, or 12C (with or without 09V) transactions.  To receive EPC credit for using CHAIRS as the means of making these transactions, use the PCLR command in BDN.  Take EPC 930 for all other transactions.  Use the PCLR (Pending Issue Clear) command to get the appropriate EPC credit.  



2.  CHAIRS MENU SCREENS



After the control point goes through the security system and accesses this system, the following screen is initially displayed.  (See fig. 1.01.)



a.  MAIN MENU SCREEN



�



Figure 1.01.  Window Display for Control Point Access

�

NAME�ENTRY�����Station Number�Enter the two digit station designation of your RO or RPO.  (See M22-4, pt. II, par. 9.21.)�����Unit Designation�Use the TAB key to move to the Unit Designation field.  Then, enter the two digit designation of your unit.  If there is no unit designation, enter "00".��Table 1.01.  Entry Fields for Control Point Access (Main Menu)



b.  Displayed screens:

Click on the “Child Menu” button to process a chapter 35 child’s transaction.



Click on the “Spouse Menu” button to process a chapter 35 spouse’s or surviving spouse’s transaction.



Click on the “Special Menu” button to process a transaction to stop a recycling transaction, to activate a chapter 34 master record, or to request a writeout of a master record.



Click on the “EXIT” button to quit this application.



If the control point accesses the Child Menu, the child's Menu window is displayed.  

(See fig. 1.02 and 1.03.  Figure 1.02 shows a claim number entered by the control point operator.  Figure 1.03 shows a social security number entered by the control point operator.)



CHILD’S MENU SCREEN

�

Figure 1.02.  Child’s Window Display for Control Point Access 

(Claim Number Case)



�

Figure 1.03.  Child’s Window Display for Control Point Access 

(Social Security Number Case)



NAME�ENTRY�����File Number�(Claim or Social Security Number)  Enter the file number.���The first digit is used only for social security numbers and must be one number from 0 to 7.  (Social Security numbers cannot have a first digit of 8 or 9.)  Leave the first digit "blank" for claim numbers by either entering a space or using the TAB key to move to the next file number field.  Enter the next 6 numbers of the claim or social security number in the second field.  If the claim number is less than a total of  8 digits, enter zeros to make a total of six digits in this second file number field.  Use the TAB key to move to the last field and enter the last 2 numbers in the third field.  If a social security number is the file number, enter the entire nine-digit social security number.  If a claim number is the file number, enter the entire eight-digit number.  If the claim number has fewer than eight digits, put zeros at the left of the claim number to make a total of eight digits.�����Payee Number�Enter the two digit numeric code for the payee.  

(See M22-4, pt. II, par. 9.12.)�����Stub Name�(Payee Stub Name)  Enter the entire "stub" name of the chapter 35 payee.  If there is no middle initial, do not put any entry in the middle initial entry block.  Use the TAB key to move to the last name field.��Table 1.02.  Entry Fields for Control Point Access (Child's Menu)



NOTE:  Once data is entered, it is shown on subsequent screens.



Click on the “Correction transaction” button to process a chapter 35 child’s correction action.



(Manila RO Only) Click on the “Basic Application” button to process a child’s individual identification transaction (03A).



(Manila RO Only) Click on the “Eligibility/School Data” button to process a child’s chapter 35 eligibility or school information transaction (03C).



Click on the “Adjustment of File Number” button to process a transaction consolidating two Hines master records for the same payee.



Click on the “Cancel” button to return to the previous screen (Main menu).



c.  Spouse Menu.  If the control point operator accesses the "SPOUSE MENU", the spouse menu screen is displayed.  (See figs. 1.04 and 1.05.  Figure 1.04 shows a claim number entered by the control point operator.  Figure 1.05 shows a social security number entered by the control point operator.)





SPOUSE MENU SCREEN



�



Figure 1.04.  Spouse’s Window Display for Control Point Access 

(Claim Number Case)



�



Figure 1.05.  Spouse’s Window Display for Control Point Access 

(Social Security Number Case)







NAME�ENTRY�����File Number�(Claim or Social Security Number)  Enter the file number.���The first digit is used only for social security numbers and must be one number from 0 to 7.  (Social Security numbers cannot have a first digit of 8 or 9.)  Leave the first digit "blank" for claim numbers by either entering a space or using the TAB key to move to the next file number field.  Enter the next 6 numbers of the claim or social security number in the second field.  If the claim number is less than a total of  8 digits, enter zeros to make a total of six digits in this second file number field.  Use the TAB key to move to the last field and enter the last 2 numbers in the third field.  If a social security number is the file number, enter the entire nine-digit social security number.  If a claim number is the file number, enter the entire eight-digit number.  If the claim number has fewer than eight digits, put zeros at the left of the claim number to make a total of eight digits.�����Payee Number�Enter "10". �����Stub Name�(Payee Stub Name)  Enter the entire "stub" name of the chapter 35 payee.  If there is no middle initial, do not put any entry in the middle initial entry block.  Use the TAB key to move to the last name field.��Table 1.03.  Entry Fields for Control Point Access (Spouse's Menu)



NOTE:  Once data is entered, it is shown on subsequent screens.



Click on the “Correction transaction” button to process a spouse’s correction action.



Click on the “Basic Application” button to process a spouse’s individual identification transaction (03A).



Click on the “Eligibility/School Data” button to process a spouse’s chapter 35 eligibility or school information transaction (03C).



Click on the “Reentrance/Stop Award” button to process a spouse’s chapter 35 correspondence award transaction (09V/12C).



Click on  the “Adjustment of File Number” button to process a transaction consolidating two Hines master records for the same payee.



Click on the “Cancel” button to return to the previous screen (Main menu).



d.  Special Menu.  If the control point operator accesses the Special Menu, the following screen is displayed.  (See fig. 1.06.)



SPECIAL MENU SCREEN



�

Figure 1.06.  Special Window Display for Control Point Access

�

NAME�ENTRY�����File Number�(Claim or Social Security Number)  Enter the file number.���The first digit is used only for social security numbers and must be one number from 0 to 7.  (Social Security numbers cannot have a first digit of 8 or 9.)  Leave the first digit "blank" for claim numbers by either entering a space or using the TAB key to move to the next file number field.  Enter the next 6 numbers of the claim or social security number in the second field.  If the claim number is less than a total of  8 digits, enter zeros to make a total of six digits in this second file number field.  Use the TAB key to move to the last field and enter the last 2 numbers in the third field.  If a social security number is the file number, enter the entire nine-digit social security number.  If a claim number is the file number, enter the entire eight-digit number.  If the claim number has fewer than eight digits, put zeros at the left of the claim number to make a total of eight digits.�����Payee Number�(Payee Number)  Enter the two digit numeric code for the payee.  (See M22-4,  pt. II, par. 9.12.)�����Stub Name�(Payee Stub Name)  Enter the entire "stub" name of the chapter 35 payee.  If there is no middle initial, do not put any entry in the middle initial entry block.  Use the TAB key to move to the last name field.��Table 1.04.  Entry Fields for Control Point Access (Special Menu)



Click on the “Delete Recycling Transaction(s)” button to have Hines BDN stop trying to process a chapter 35 transaction (after receiving a 544 message).



Click on the “Station Change” button to reactivate a chapter 34 master record (BDN shows only an M25 screen) or to process a chapter 35 transaction to change the RO designation in the BDN master record (03C).



Click on  the “Master Record Writeout” button to have Hines print copies of all master records with the file number.



Click on the “Cancel” button to return to the previous screen (Main menu).

�

3.  02R TRANSACTION INSTRUCTIONS



	Submit an 02R transaction to purge a recycling transaction.  (See fig. 1.07.)  Access this screen through the "SPECIAL MENU" screen.



�



Figure 1.07.  Window Display for 02R (Purge) Transactions



Click on the “OK” button to submit this transaction.



Click on the “CANCEL” button to not submit this transaction but return to the previous menu (special menu).



Complete the worksheet for 02R transactions as follows:



NAME�ENTRY/DISPLAY�������File Number�(Claim or Social Security Number)  No entry allowed.  Displayed from entries on Special Menu.�������Payee Number�No entry allowed.  Payee 00 only.  Displayed from entries on Special Menu. �������Stub Name�(Payee Stub Name)  No entry allowed.  Displayed from entries on Special Menu.�������Recycling Transaction �Enter the code of the transaction that is being purged (02V, 12C, etc.).  The first two entries are numbers.  The third is a letter (alphabetic).  If the transaction does not have a letter(i. e, 35), enter numbers in the first two spaces and enter a space for the third entry.  ���

Table 1.05.  Fields for Control Point Access (02R Transaction)

�4.  02V CORRECTION INSTRUCTIONS



Submit an 02V transaction to correct one of the fields shown in figures 1.08 and 1.09.  Access this window though the "CHILD MENU" or "SPOUSE MENU".



a.  Child Correction Window.  



�

Figure 1.08.   Window Display for Child 02V (Correction) Transactions 



NAME�ENTRY�����File Number�(Claim or Social Security Number)  No entry allowed.  Displayed from entries on Child's Menu.�����Payee�(Payee Number)  No entry allowed  Displayed from entries on Child's Menu. �����Stub Name�(Payee Stub Name)  No entry allowed.  Displayed from entries on Child's Menu.��Table 1.06.  Displayed Fields for Control Point Access (Child's 02V Transaction)



Enter information for one field at a time.  (See table 1.08).  (An example of a field is the "Mail Code".  After entering the data, click on the “field "button representing the field to submit this transaction.  (Using the example of the "Mail Code", click on the button to the right of where you entered the information.  This is the equivalent of the "OK" button which submits the transaction as the "OK" button has been deactivated for this screen.)  If the field transaction is successfully sent to Hines, CHAIRS will show "Transaction 02V Successfully Sent".  If the field transaction is not successfully processed, CHAIRS will show "Transaction 02V Was Not Successfully Sent, Try Again the Next Business Day". 



�

(Tab to another field if submitting another 02V transaction for the same payee.)



Click on the “CANCEL” button to cancel this transaction and return to the previous menu (child’s menu).  



b.  Spouse Correction Window.  



�



Figure 1.09.   Window Display for Spouse 02V (Correction) Transactions 



NAME�ENTRY�����File Number�(Claim or Social Security Number)  No entry allowed.  Displayed from entries on Spouse's Menu.�����Payee�(Payee Number)  No entry allowed.  Displayed from entries on Spouse's Menu. �����Stub Name�(Payee Stub Name)  No entry allowed.  Displayed from entries on Spouse's Menu.��Table 1.07.  Displayed Fields for Control Point Access (Spouse's 02V Transaction)

�Enter information for one field at a time.  (See table 1.08).  (An example of a field is the "Mail Code".  After entering the data, click on the “field "button representing the field to submit this transaction.  (Using the example of the "Mail Code", click on the button to the right of where you entered the information.  This is the equivalent of the "OK" button which submits the transaction as the "OK" button has been deactivated for this screen.)  If the field transaction is successfully sent to Hines, CHAIRS will show "Transaction 02V Successfully Sent".  If the field transaction is not successfully processed, CHAIRS will show "Transaction 02V Was Not Successfully Sent, Try Again the Next Business Day". 



(Tab to another field if submitting another 02V transaction for the same payee.)



Click on the “CANCEL” button to cancel this transaction and return to the previous menu (spouse’s menu).  



5.  FIELD NUMBERS FOR 02V CORRECTIONS



Complete the worksheet for 02V transactions as follows:



FIELD NAME�REMARKS��Mail Code�Three numbers (MP6, pt. IV, supp 1.1, chap 5).�����Veteran's SSN �(Veteran's Social Security Number)���Nine numbers.  (Social security numbers cannot have a first digit of 8 or 9.)�����Payee's SSN �(Social Security Number of the Person Entitled)��(Payees 10 and 41-49)�Nine numbers.  (Social security numbers cannot have a first digit of 8 or 9.)�����Zip Code at Time of    �Five numbers.��Applying for VA benefits ������Delimiting Date�Six numbers (Month, Day, Year).��(Payee 10 and 41-49 only)�(Current or future date)�����Total Charges (For Correspondence Course)�Six numbers.  (First 4 fields for dollars, last 2 fields for cents.)��(Payee 10 only)������Lessons Authorized and Effective Date

 (Payee 10 only)�Three numbers for number of correspondence lessons and six numbers for the effective date of award.  (The number of lessons and date must be submitted together.)�����Total Lessons Serviced  

(Payee 10 only)�Six numbers (First three numbers for the number of correspondence lessons you want the master record to show; last three numbers for the number of lessons currently shown in master record). �����Table 1.08.  Fields for 02V Transactions



�NOTE:  Zeros should preface any input data with fewer digits than required to fill all spaces within the field.



6.  03A TRANSACTION INSTRUCTIONS



Submit an 03A (Basic Application Data) transaction when there is no BDN master record or the master record is a type "D" (accounts receivable) record.  (See fig. 1.10.)  Use this transaction only for payee 10.  Access this window through the "SPOUSE MENU".   The Manila RO can access this window for children through the "CHILD MENU". 



�



Figure 1.10.  Window Display for 03A 

(Application Data (Basic)) Transactions



NAME�ENTRY�����File Number�(Claim or Social Security Number)  No entry allowed.  Displayed from entries on Spouse's Menu.  (For Manila RO, this is displayed also from entries on Child's Menu)�����Payee�(Payee Number)  No entry allowed.  Displayed from entries on Spouse's Menu.   (For Manila RO, this is displayed also from entries on Child's Menu.)�����Stub Name�(Payee Stub Name)  No entry allowed.  Displayed from entries on Spouse's Menu.��Table 1.09.  Displayed Fields for Control Point Access (03A Transaction)



Complete the information shown in Table 1.10.  



Click on the “OK” button to submit this transaction.



Click on the “CANCEL” button to cancel this transaction and return to the previous menu (spouse’s menu).  



NOTE:  Submit an 03A transaction if BDN shows no master record or a type "D" (Accounts Receivable) master record.



If there is an "R" in an ITEM, that item is a required entry for all payees.  If there is an "O" in an ITEM, that item is an optional entry for all payees. 



Complete the worksheet for 03A transactions as follows:



ITEM �NAME�ENTRY������O�Payee's SSN�(Dependent's Social Security Number)  Enter nine numbers for the dependent's social security number.������R�Date of Birth�(Applicant's Date of Birth)  Enter four numbers for the date of birth (in MMYY format).������R�Sex�Enter “M” if male.  Enter “F” if female.  ������O�Power of Attorney�Enter two numbers for the power of attorney code. 

(See M22-4,  pt. II, par. 9.17.)������R�State of Residence�Enter the two digit numeric code of the state where the payee lives at time of application.  (See M22-4, pt. II, par. 9.20.)������O�Zip Code�Enter five numbers for the Zip Code at the time of application.������R�Type of Claim�Enter one numeric.  If chapter 35 spouse, enter 8 for spouse; 9 for surviving spouse.  If chapter 35 child, enter 5 for orphan; 7 for child.  (See M22-4, pt. II, par. 9.26.)������R�Date of Claim�Enter the date of claim (in MMDDYY format).������R�Education

Level�Enter two digits (00 to 17) representing the highest grade attained.  (See M22-4, pt. II, par. 9.05.)������R�Veteran’s Stub Name�Enter the entire "stub" name of the veteran.  If there is no middle initial, do not put any entry in the middle initial entry block.������O�Vets SSN�(Veteran's Social Security Number)  Enter nine numbers for the veteran's social security number.��Table 1.10.  Entry Fields for Control Point Access (Spouse's 03A Transaction)



�7.  03C TRANSACTION INSTRUCTIONS



Submit an 03C (Basic Eligibility/Entitlement/School Data) transaction with a 12C transaction when a claimant changes schools or programs.  (See fig. 1.11.)  Access this window through the "SPOUSE MENU".  (Manila RO can access this window for children through the CHILD MENU.)



�



Figure 1.11.  Window Display for 03C

(Eligibility/Entitlement/School Data) Transactions



NAME�ENTRY�����File Number�(Claim or Social Security Number)  No entry allowed.  Displayed from entries on Spouse's Menu.  (For Manila RO, displayed also from entries on Child's Menu.) �����Payee�(Payee Number)  No entry allowed.  Displayed from entries on Spouse's Menu.   (For Manila RO, displayed also from entries on Child's Menu.)�����Stub Name�(Payee Stub Name)  No entry allowed.  Displayed from entries on Spouse's Menu.��Table 1.11.  Displayed Fields for Control Point Access (03C Transaction)



Enter the information shown in Table 1.12.



Click on the “OK” button to submit this transaction.



Click on the “CANCEL” button to cancel this transaction and return to the previous menu (spouse’s menu or child's menu).



NOTE:  Submit an 03A transaction with each 03C transaction if BDN shows no master record or a type "D" (Accounts Receivable) master record.



If there is an "R" in an ITEM, that item is a required entry for all payees.  If there is an "O" in an ITEM, that item is an optional entry for all payees.



Complete the worksheet for 03C transactions as follows:

ITEM�NAME�   ENTRY������R�Type of Certificate�Enter a one digit number (1 for original, or 3 for supplemental).  

(See M22-4, pt. II, par. 9.25.)������R�Type of Training�Enter one letter for the type of training.  (See M22-4, pt. II, par. 9.29.)������R�Final Course Objective�Enter the three digit numeric code.  (See M22-4, pt. II, par. 9.23.)������R�Facility Code�Enter the school code (8 alpha/numbers).  (See M22-4, pt. II, par. 9.08.)������R�Original Entitlement�Enter four numbers.  The first two numbers represent the number of full months.  The second two numbers are one of the following and represent the number of quarter months: 25, 50, 75, or 00.������R�Delimit Date�(Delimiting Date)  Enter for original certificates of eligibility only.  Enter six numbers (in MMDDYY format).������R�Type of Claim�Enter one digit number.  (See M22-4, pt. II, par. 9.26.)������O�Prior VA  Training Type�Enter a one digit number representing any prior VA training.  (See M22-4, pt. II, par. 9.13.)������O�Prior VA  Training Time�Enter four numbers.  The first two numbers represent the number of full months.  The second two numbers are one of the following and represent the number of quarter months: 25, 50, 75, or 00.��Table 1.12.  Entry Fields for Control Point Access (03C Transaction)

�8.  12C/09V TRANSACTION INSTRUCTIONS



Submit a 12C/09V (Reentrance/Stop Award) transaction when the claimant trains in a correspondence course and a previous original award was submitted.  The 09V action is not necessary (optional), but if submitted, will process first (before the 12C award).  The 09V must always be used if the RO is using this transaction to adjust for a chapter 35 rate increase.  Submit an 03C transaction to change the current facility and final objective codes if these codes are not correct in the master record information.  (See fig. 1.12.)  Access this window through the "SPOUSE MENU".



NOTE:  This transaction does not send the claimant a letter.  Send the claimant a dictated letter, if appropriate.



�

Figure 1.12.  Window Display for 12C/09V 

(Reentrance/Stop Award) Transactions



NAME�ENTRY�����File Number�(Claim or Social Security Number)  No entry allowed.  Displayed from entries on Spouse's Menu.�����Payee

Number�(Payee Number)  No entry allowed.  Displayed from entries on Spouse's Menu. �����Stub Name�(Payee Stub Name)  No entry allowed.  Displayed from entries on Spouse's Menu.��Table 1.13.  Displayed Fields for Control Point Access 

(Spouse's 12C/09V Transaction)



NOTE: Only payee 10 is entitled to education benefits for correspondence courses.



Complete the worksheet for 12C/09V transactions as shown in table 1.14.



Click on the “OK” button to submit this transaction.



Click on the “CANCEL” button to cancel this transaction and return to the previous menu (spouse’s menu).  



If there is an "R" in an ITEM, that item is a required entry for all payees.  If there is an "O" in an ITEM, that item is an optional entry for all payees. 



ITEM�NAME�ENTRY������R�Veteran's Stub Name�Enter the entire "stub" name of the veteran.  If there is no middle initial, do not make an entry in the middle initial entry block.������O�Power of Attorney�Enter the two digit power of attorney code.  (See M22-4, pt. II, par. 9.17.)������O�Stop Date�Enter the "NO PAY" date (in MMDDYY format).  This "NO PAY" date must be the same as or earlier than the effective date of the reentrance correspondence award.  Primarily used to stop an award effective date of the award to adjust for a rate increase.������R�Total Charges�Determine the total charges for the course (Number of Lessons X Rate per Lesson = Total Charges).  Enter a total of 6 digits.  The first 4 digits represent dollars and the last 2 digits represent cents.  Enter the resulting figure in dollars and cents.  (This field cannot be all zeros.)������R�Current Course�(Course Code)  Enter the three digit numeric code.  (See M22-4, pt. II, par. 9.32.)������R�Number of Lessons�Enter the total number of lessons.������

Table 1.14.  Entry Fields for Control Point Access (Spouse's 12C/09V Transaction)



NOTE:  If there are "nonreimbursable lessons, process an 02V transaction to the total lessons serviced.  Process the 02V the cycle after the award processes.  (See M22-4, pt. II, par. 1.13.)

�

ITEM�NAME�ENTRY������R�Rate per Lesson�Enter a total of 6 digits.  The first 4 digits represent dollars and the last 2 digits represent cents.  Enter the approved cost of each lesson in the course multiplied by a factor of .612.  (Total cost of the course divided by the total number of lessons in the course multiplied by .612).  Entry will be expressed in dollars and cents.  Preface the amount with zeroes to ensure that all spaces are utilized.  The amount in this field multiplied by the number of lessons must not exceed total charges by more than one dollar.  (This field cannot be all zeros.)������R�Effective Date�Enter the effective date for the correspondence course (in MMDDYY format).  If also entering a stop date, the effective date of the correspondence course must be the same as or later than the effective date of the stop payment.������R�Entitlement Code�Enter the two digit entitlement code.  (See M22-4, pt. II, par. 9.07.)  (Valid codes are 85, 88, or 89.)������O�Guardian�Enter a two digit number representing the RO with jurisdiction of the fiduciary file.  (See M22-4, pt. II, par. 9.21.)��

Table 1.14.  Entry Fields for Control Point Access (Spouse's 12C/09V Transaction) (Continued)



9.  23 TRANSACTION INSTRUCTIONS



Submit a 23 transaction to reactivate an inactive chapter 34 record by requesting the claims folder from RPC (Records Processing Center).  (See fig. 1.13.)



�



Figure 1.13.  Window Display for 23 (Change of Station) Transactions

�

Review the station change (23) window before processing.  The window should show the following:



NAME�ENTRY/DISPLAY�������File Number�(Claim or Social Security Number)  No entry allowed.  Displayed from entries on Special Menu.�������Payee Number�No entry allowed.  Payee 00 only.  Displayed from entries on Special Menu. �������Stub Name�(Payee Stub Name)  No entry allowed.  Displayed from entries on Special Menu.�������Station To�No entry allowed.  Displayed from entries on Special Menu.���Table 1.15.  Display Fields for Control Point Access ( 23 Transaction)



If all entries are accurate, click on the “OK” button to submit this transaction.



If all entries are not accurate, click on the “CANCEL” button.  This will return you to the previous menu (special menu), correct the information and return to this window.



10.  26 TRANSACTION INSTRUCTIONS



Submit a 26 (Adjustment of File Number) transaction to consolidate two Hines BDC records into one record.  (See fig. 1.14.)



�

Figure 1.14.  Window Display for 26 

(Adjustment of File Number) Transactions

�Complete the worksheet for 26 transactions as follows:



NAME�ENTRY/DISPLAY�������Canceled File Number�(Claim or Social Security Number)  No entry allowed.  Displayed from entries on Special Menu.�������Payee�(Payee Number)  No entry allowed.  Displayed from entries on Special Menu. �������Stub Name�(Payee Stub Name)  No entry allowed.  Displayed from entries on Special Menu.�������Station Number�No entry allowed.  Displayed from entries on Main Menu�������Enter the New File Number�Enter the new file number (claim or social security number).  The first digit is used only for social security numbers and must be one number from 0 to 7.  (Social Security numbers cannot have a first digit of 8 or 9.)  Leave the first digit "blank" for claim numbers by either entering a space or using the TAB key to move to the next file number field.  Enter the next 6 numbers of the claim or social security number in the second field.  If the claim number is less than a total of  8 digits, enter zeros to make a total of six digits in this second file number field.  Use the TAB key to move to the last field and enter the last 2 numbers in the third field.  If a social security number is the file number, enter the entire nine-digit social security number.  If a claim number is the file number, enter the entire eight-digit number.  If the claim number has fewer than eight digits, put zeros at the left of the claim number to make a total of eight digits.���

Table 1.16.  Display and Entry Fields for Control Point Access (26 Transaction)



If all entries are accurate, click on the “OK” button to submit this transaction.



If all entries are not accurate, click on the “CANCEL” button.  This will return you to the previous menu (special menu), correct the information and return to this window.  

�11.  39 TRANSACTION INSTRUCTIONS



Submit a 39 (Request for Master Record Writeout) transaction to request a VA Form 20�8270a (Education Master Record-Audit Writeout) for a Hines BDC master record.  (See fig. 1.15.)  Hines automatically generates one VA Form 20-8270a for each payee with that file number.



�



Figure 1.15.  Window Display for 39 

(Education Master Record Writeout) Transactions





Review the window for the 39 transactions as follows:



NAME�ENTRY�����File Number�(Claim or Social Security Number)  No entry allowed.  Displayed from entries on Special Menu.�����Unit Designation�Unit designation.  No entry allowed.  Displayed from entries on Main Menu.��

Table 1.17.  Display Fields for Control Point Access (39V Transaction)



If all entries are accurate, click on the “OK” button to submit this transaction.



If all entries are not accurate, click on the “CANCEL” button.  This will return you to the previous menu (special menu), correct the information and return to this window.



�























APPENDIX A



LOGON AUTHENTICATION



Appendix A contains instructions that users must use to logon to CHAIRS using the VBA Common Security System.







�Logon Authentication Screen



LOGON SCREEN

Your Application Password  

Your application password may be 6 to 8 characters.  You may not include any blanks (spaces) within the password.  Your application passwords must consist of at least 4 alpha (letters) and 1 numeric (number).  Your application password expires every 30 days.  You will receive reminders that your application password is about to expire beginning 5 days before the day that your password actually expires.  You will get your last reminder on the date that your password actually expires.  

When you enter a new application password, you cannot use either of your two previous passwords.  If you start changing your password (by Invoking the RESET PASSWORD function), this is the same as having an expired password.  You must enter a new application password using the instructions on the logon screen. 

If you cannot remember your password and try 5 times unsuccessfully to logon, you are blocked from trying again.  The VBA Common Security System automatically records these failures and considers it a  Security violation.  You must then contact your Security Administrator and request him or her to reset your password.  Your Security Administrator will then reset your password to a default setting (LAN User ID in all caps).

To prevent such a Security violation, you should contact your Security Administrator  to reset your password if you ever forget it.

When you logon for the first time, you must enter your LAN User ID in “ALL CAPS”.  See Figure A.01.  If you enter this password in lower case letters, you will see “invalid password.”.  You can enter your password in either lower or UPPER case letters when later using this system.  



		�



Figure A.01.  VBA Common Security Services - User Authentication



�



Changing Your Password

Your System Administrator will set (or reset) a "default" password for you in the following situations:

	a.	When you initially establish access to this system.

	b.	When you request that your password be reset.  (This is after 5 unsuccessful password attempts.)



Your default password is the first eight characters (UPPERCASE) of your Network Log on Name or User ID.  You must change this default password immediately when you start to logon to the system. 



	You can change the application password by “clicking” the mouse pointer in the small block with "Change shown to the right of the block.  See Figure A.02.  Type in a new password.  Verify this password by typing it in again.



�



Figure A.02.  VBA Common Security Services - User Authentication

(Changing Password)



Type the “old” password first.  If you do not type in your "old" password first, but simply press the "OK" button, you will see "You must enter a Password."



Enter a new password.  If the new password does not consist of at least 4 alpha (letters) and 1 numeric (number), or your new password was not the same as the "verify" password, you will get the same "You must enter a Password" message.  You must re�enter your new password.



If you change you mind and do not want to enter the application, press  the “CANCEL” button.  This stops your logon process.  You will return to the Windows operating system.  You will not have a new password until you see the warning message shown in Figure A.03.



�

If you entered the password correctly, you will see the screen shown in Figure A.03:



�



Figure A.03.  VBA Common Services - Warning Message

(Password Change Completed)





To continue processing, Press the “OK” button. 



**CAUTION**.  FOR SECURITY REASONS, Please do not use your LAN password.  Your CHAIRS application password is not related to your LAN password.  The password you are typing is not re-connecting you to Windows NT.  Windows is already active.  Using your LAN password increases the security risk to the database system, which you are connecting to.  Please select a different password, preferably a password that contains at least several numbers with a word and is not easily traceable.  



�

















APPENDIX B



CHAIRS WORKSHEETS



Appendix B contains worksheets that stations can send to a control point in a different location within the station.







�



CHAIRS DATA WORKSHEET 



VETERAN'S NAME :	_____________________________________________



FILE NUMBER :		_____________________________________________



PAYEE'S NAME :		_____________________________________________



UNIT DESIGNATION :	_____________________________________________



PART I (TRANSACTION)



  What transaction do you want to do?  (Enter one or more)



	�   Stop Recycling Transaction (02R)                             (See Part II)   



	�   Correction Data (02V)                                                (See Part III)



	�   Basic Application Information (03A)                         (See Part IV)  



	�   Eligibility / School Data (03C)                                   (See Part V)



	�   Correspondence Award Data (09V, 12C)                   (See Part VI)



	�   Activation of Veteran's Master Record (23)                (See Part VII)



	�   Adjustment of File Number (26)                                  (See Part VIII)   



	�   Master Record Writeout (39)                                        (See Part IX)



  CHAIRS DATA (Page 1)



�



CHAIRS Data Worksheet Continued)



PART II (STOP RECYCLING DATA) (02R)



  Enter the eight digits for a retained claim number or nine digits for a retained social security number: 



CLAIM NUMBER:

  �     �                    �       �       �              �       �      �



                OR



SOCIAL SECURITY NUMBER:



  �     �       �             �       �             �       �       �      �



  Enter the payee number       �              �



.  Enter the payee's stub name   



    �       �        �    �   �  �    �



  Enter the transaction that is recycling (02V, 12C, etc.)   



  �       �        �   





  CHAIRS DATA (Page 2)



�

CHAIRS Data Worksheet Continued)



PART III (CORRECTION DATA)  (02V)  (Page 1)



  Enter the eight digits for a claim number or nine digits for a social security number: 



CLAIM NUMBER:

  �     �                    �       �       �              �       �      �



SOCIAL SECURITY NUMBER:



  �     �       �             �       �             �       �       �      �



  Enter the payee number        �              �



    If you want to submit correction information, complete one or more of the following correction fields.  



  Enter the payee's stub name   



    �       �        �    �   �  �    �



  If correcting the Mail Code, enter the three digits for the correct information.  

             �       �        �  



  If correcting the veteran's social security number, enter the nine digits for the correct information. 



  �     �       �             �       �             �       �       �      �



  If correcting the payee's social security number, enter the nine digits for the correct information. 



  �     �       �             �       �             �       �       �      �



  CHAIRS DATA (Page 2)

�

CHAIRS Data Worksheet Continued)



PART III (CORRECTION DATA)  (02V)  (Page 2)



  If correcting the Zip Code at the time that the payee applied for benefits, enter the five digits for it  



   �       �        �      �       � 



  If correcting the Zip Code at the time that the payee applied for benefits, enter the five digits for it  



   �       �        �    �   �  �    �



  If correcting the Zip Code at the time that the payee applied for benefits, enter the five digits for it  



   �       �        �    �   �  �    �



  If correcting the payee's delimiting date, enter the six digits (Month, Day, Year) for it.



   �   �        �   �         �   �



  If correcting the spouse's total charges (correspondence course only), 

          enter the six digits.  (First four digits for dollars, last two digits for cents.)  

          Be sure to prefix amounts with zeroes (0).



   �   �    �   �         �   �



  If correcting the spouse's total lessons authorized and the effective date for a correspondence course), enter nine digits. (First three digits for the number of lessons, and six digits for the effective date of the award.)



   �   �    �               �   �       �   �        �   �     



  CHAIRS DATA (Page 3)



�

CHAIRS Data Worksheet Continued)



PART IV (BASIC APPLICATION INFORMATION)  (03A)  (Page 1)



  Review BDN.  If BDN shows no master record or an accounts receivable master record, submit the following (03A) information:



  Enter the eight digits for a claim number or nine digits for a social security number: 



CLAIM NUMBER:

  �     �                    �       �       �              �       �      �



SOCIAL SECURITY NUMBER:



  �     �       �             �       �             �       �       �      �



  Enter the payee number       �              �



  Enter the payee's stub name   



    �       �        �    �   �  �    �



  Enter the veteran's stub name   



    �       �        �    �   �  �    �



  Enter the payee's social security number (nine digits)



  �     �       �             �       �             �       �       �      �



  Enter the payee's date of birth (MMYY format) 



   �    �        �   �



  Enter the payee's sex (M if male, F if female)   �



  CHAIRS DATA (Page 4)



�

CHAIRS Data Worksheet Continued)



PART IV (BASIC APPLICATION INFORMATION)  (03A)  (Page 2)



  Enter the payee's power of attorney.  (If no power of attorney, enter 00.)



   �   �



Enter the two digits of the state where the payee lived at the time of application.



   �   �



Enter five digits for the Zip Code at the time that the payee applied for benefits.  



   �       �        �      �       � 



  Enter the one digit for the type of claim 

  (8 for spouse, 9 for surviving spouse, 5 for orphan, or 7 for child.)  �



  Enter the payee's date of claim (in MMDDYY format) 



   �    �        �   �          �   �



  Enter the two digits (00 to 17) representing the highest grade attained.   �   �



  Enter the veteran's stub name.  



   �       �        �    �   �  �    �



  Enter the veteran's social security number (nine digits). 

�     �       �             �       �             �       �       �      �



CHAIRS DATA (Page 5)



�

CHAIRS Data Worksheet Continued)



PART V (ELIGIBILITY / SCHOOL DATA)  (03C)  (Page 1)



Submit the following (03C) information (spouse only)  

(Only Manila RO can submit for children)



  Enter the eight digits for a claim number or nine digits for a social security number.



CLAIM NUMBER:

  �     �                    �       �       �              �       �      �



      OR

SOCIAL SECURITY NUMBER:



  �     �       �             �       �             �       �       �      �



  Enter the payee number       �              �



  Enter the payee's stub name   



    �       �        �    �   �  �    �



  Enter the one digit for the type of certificate 

(1 for original, 3 for supplemental)     �



  Enter the one letter for the type of training     �



  Enter the three digits for the final course objective  



	�        �          �



Enter the facility code (eight digits) 



   �          �               �        �                �        �        �       �



CHAIRS DATA (Page 6)





�

CHAIRS Data Worksheet Continued)



PART V (ELIGIBILITY / SCHOOL DATA)  (03C)  (Page 2)



  Enter the original entitlement (four digits) 

[first two digits for full months, next two digits for quarter months (25, 50, 75,00)]: 



   �      �                  �        � 



  Enter the delimiting date (six digits in MMDDYY order). 



   �      �                  �      �                  �        �        



  Enter the one digit for the type of claim      �



  Enter the one digit for the Prior VA Training Type     �



  Enter the one digit for the Prior VA Training Type     �



  Enter the Prior VA Training Time (Four digits in MMDD order) 



   �      �                  �      �                  



  Enter the one digit for the Prior VA Training Type     �



  Enter the Prior VA Training Time (Four digits in MMDD order)



   �      �                  �      �                  



CHAIRS DATA (Page 7)

�

CHAIRS Data Worksheet Continued)



PART VI (CORRESPONDENCE AWARD DATA)  (09V, 12C)  (Page 1)



  Enter the eight digits for a claim number or nine digits for a social security number: 



CLAIM NUMBER:

  �     �                    �       �       �              �       �      �



       OR

SOCIAL SECURITY NUMBER:



  �     �       �             �       �             �       �       �      �



  Enter the payee number       �              �



  Enter the payee's stub name   



    �       �        �    �   �  �    �



  Enter the veteran's stub name  



   �       �        �    �   �  �    �



  Enter the payee's power of attorney (if no power of attorney, enter 00).



   �   �



  Enter the "NO PAY" date (in MMDDYY format) ONLY IF NEEDED.  

           LEAVE BLANK IF NOT NEEDED.  



   �    �        �    �          �    �



Enter the total charges for the course 

(Number of Lessons X Rate per Lesson = Total Charges.)  Enter in dollars and cents.

(Prefix zeros)



   �    �    �    �          �    �



CHAIRS DATA (Page 8)



�

CHAIRS Data Worksheet Continued)



PART VI (CORRESPONDENCE AWARD DATA)  (09V, 12C)  (Page 2)



  Enter the three digits for the current course objective  



	�        �          �



  Enter the three digits for the number of lessons



	�        �          �



  Enter the rate per lesson.  (Enter the approved cost of each lesson multiplied by a factor of .612.)  Enter in dollars and cents.



   �    �    �    �          �    �



  Enter the effective date of the course (in MMDDYY format).  



   �    �        �    �          �    �



  Enter the two digit entitlement code.   �   �



  Enter the RO number having jurisdiction of a fiduciary file 

(if the payee is rated incompetent).



   �   �



CHAIRS DATA (Page 9)



�

CHAIRS Data Worksheet Continued)



PART VII (ACTIVATION OF VETERAN'S MASTER RECORD)  (23)



  Enter the eight digits for a claim number or nine digits for a social security number: 



CLAIM NUMBER:

  �     �                    �       �       �              �       �      �



SOCIAL SECURITY NUMBER:



  �     �       �             �       �             �       �       �      �



  Enter "00" for the veteran's number       �              �



  Enter the veteran's stub name:  



    �       �        �    �   �  �    �



  Enter "76" for the two digits (representing the RPC) as the station from which you want to transfer the claims folder.



	�        �          �



CHAIRS DATA (Page 10)



�

CHAIRS Data Worksheet Continued)



PART VIII (ADJUSTMENT OF FILE NUMBER)  (26)



  Enter the eight digits for a canceled claim number or nine digits for a canceled social security number. 



CLAIM NUMBER:

  �     �                    �       �       �              �       �      �



           OR



SOCIAL SECURITY NUMBER:



  �     �       �             �       �             �       �       �      �



  Enter the payee number       �              �



  Enter the payee's stub name   



    �       �        �    �   �  �    �



  Enter the eight digits for the retained claim number or nine digits for the retained social security number 



CLAIM NUMBER:

  �     �                    �       �       �              �       �      �



      OR



SOCIAL SECURITY NUMBER:



  �     �       �             �       �             �       �       �      �





CHAIRS DATA (Page 11)



�

CHAIRS Data Worksheet Continued)



PART IX (MASTER RECORD WRITEOUT) (39)



  Enter the eight digits for a claim number or nine digits for a social security number: 



  �     �       �             �       �             �       �       �      �



  Enter the two digits for the unit that will receive the VA Form 20-8270a writeouts.



	�        �



  Enter the two digits for the unit that will receive the VA Form 20-8270a writeouts.



	�        �



  Enter the eight digits for a claim number or nine digits for a social security number: 



  �     �       �             �       �             �       �       �      �



  Enter the two digits for the unit that will receive the 20-8270a writeouts.



	�        �



CHAIRS DATA (Page 12)
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