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Lesson 3 Learning Objectives

Understand the requirements for and how to use and 
access three VA electronic  systems:

•VBMS: Learn how documents are uploaded and 
how to use the VBMS interface.

•Privacy Training: Learn about VA’s privacy 
training in order to access VA information systems.

•TRIP: Learn about VA’s TRIP training to complete 
accreditation.
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Veterans Benefits 
Management System (VBMS)
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VBMS
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• Viewing a Veteran’s digital file 
is just the one piece of VBMS 
that is available to accredited 
Veterans Service Officers 
(VSOs).

• VBMS is a large suite of tools 
used by VA employees.

• If you have document issues 
with VBMS, a VA employee 
will likely have the same 
issues.
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VBMS and Scanning
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• All VA disability claims are 
processed “paperlessly” by VA.

• All paper is scanned by VA into 
PDF format.

• Some documents come from 
legacy paper files.  These 
were scanned, and additional 
documents have been 
uploaded directly into VBMS.

• Younger Veterans have only 
had virtual files.
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VBMS and Scanning Problems
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• There are pervasive problems in 
these areas when legacy paper 
files were scanned into VBMS:

• Dates

• Labels

• “Chunking”

• Legibility

Finding and understanding documents in 
VBMS can be challenging.
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VBMS and Legacy Content Manager
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• VBMS has a separate tab for documents 
in the Legacy Content Manager (LCM).

• LCM documents were uploaded to Virtual 
VA before VBMS was created.

• LCM documents may be duplicates, but 
not always.

• Veteran medical records are kept in 
CAPRI, VA’s “Compensation and Pension 
Record Interchange.”

Advocacy Tip: Remember to check for CAPRI files in LCM.
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Tips on Using VBMS
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Opening the eFolder
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• Select the magnifying glass to reveal the last 10 or so searches.

• Select Open Profile after entering claim number to go directly to Veteran 
Profile screen.

• Selection Open eFolder after entering claim number to go directly to the 
eFolder.

• Select More Search Options to perform additional searches.

• Select My History to show the last 10 or so VBMS screens you’ve visited.
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TIP: Setting Documents Displayed
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• Set to view 100 documents per page at the bottom of the 
page.

• Loading pages is time consuming, so the fewer pages the 
better.
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Choosing Columns
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• The columns can be customized using “Show/Hide Columns.”
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Sorting Columns
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• Each column in the eFolder is sortable.

• You can perform an ascending or descending sort of the 
documents by selecting any column header hyperlink or 
arrow.
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TIP: Receipt Date
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• Receipt Date is when VA thinks a 
document was received by 
Veterans Benefits 
Administration (VBA).

• These dates are often wrong 
because the rules contractors 
used to assign dates.

• Remember: The date VBA 
receives a document is often 
different than when Veterans 
Health Administration (VHA) 
created it.
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TIP: Storage Date
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• Storage Date is when a document was 
uploaded into VBMS.
• For documents loaded directly, this should 

be the same as the receipt date.

• For documents that were in the legacy file, 
this will be the date the file was scanned.

• This date goes to the hundredth of a second, 
even though only the date is displayed.

• Sorting by Storage Date can recreate the 
order of the legacy file.

Advocacy Tip: Try sorting by Storage 
Date when you can’t tell what evidence 

was attached to a cover letter.
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TIP: Subject column
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• Subject is a field that VBA 
adjudicators edit to describe 
documents.

• These descriptions are not binding 
or 100% reliable, but they can be 
useful.

• If the subject field is wrong, then 
it is likely that the document was, 
or will be, overlooked by VBA 
rating specialists.
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TIP: Filtering Documents
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• Filtering by Keyword can help 
you find important documents 
quickly.
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Common Terms to Find Key 
Documents
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Document
Key Term for 

Filtering in VBMS
DD-214, DD-215, etc. Discharge

SPRs Personnel

STRs STR

PTSD Stressor 

Statements

PTSD

VA Examination Report Exam

Private Treatment 

Records/ SSA 

Treatment Records

Treatment

VA Treatment Records Treatment (also 

check “CAPRI”)

Hearing Transcript Testimony

Buddy and Lay 

Statements

Lay 

Document
Key Term for 

Filtering in VBMS

POA 21-22

Original Claim 21-526

TDIU Claim Unemployability 

DIC Claim Indemnity

Rating Decision Rating

NOD Disagreement*

SOC, SSOC SOC

Form 9 VA 9

Board Decision BVA

Statement in Support 

of Claim

21-4138
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Displaying Full Pages in VBMS
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• Setting a monitor to vertical 
(portrait) often allows full 
pages to be viewed at 100% 
resolution (or greater).

• To make change in Windows:

• Right click on desktop

• Select “Graphics Options” 
or “Display Settings”

• Select monitor number

• Change “display 
orientation” to “portrait.”
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More VBMS tips

19

• VBMS usually lists the newest 
documents first.  Also consider sorting 
by date and reviewing the oldest 
documents first.

• Consider using keyword searches:

• Documents from Veterans are 
sometimes called “Correspondence.”

• Documents from VSO’s are 
sometimes called “Third Party 
Correspondence.”

• A missing document may often be found 
in the Legacy Content Manager.
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Copy and Paste
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• VBMS uses Optical Character Recognition (OCR) to 
“read” a document by its content.

•Users should be able to copy (CTRL+C), paste 
(CTRL+V, not CTRL-P), and search (CTRL+F) within 
documents.

• This doesn’t usually work for handwritten 
documents.

• Proofread carefully after pasting because OCR can 
be imperfect and can format text strangely.
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Citing to Documents in VBMS
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• When you cite to a document in VBMS, identify it by label and 
receipt date so that the VA rater can find it easily.

• Include page number if the document is long.

• Make it easy for VA raters to find the evidence that is 
important, as this increases VA decision speed and accuracy.

• Example: “In August 2018 the Veteran said that he injured his 
leg during a training exercise.”  See Correspondence (receipt 
date 08/06/2018).”  
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Caseflow
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• Caseflow is another program being used by VA to track AMA 
claims and review documents.

• Primary tool being used by the Board of Veterans’ Appeals 
(Board).

• There are still few VSO users at this point in time.

• TIP: In Caseflow, to find the document upload date, look 
under “document information.”
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VA’s “Onboarding” Process
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Accessing VA’s Systems
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• VA has a process for accredited service officers to gain access 
to VA’s information systems to assist Veterans with claims.

• DSOs must work with the Change Management Agent (CMA) at 
the local VA regional office to ensure that all steps are followed
and all necessary paperwork is completed.

• See “Regional Office POCs” for list of CMA’s at: 

https://www.benefits.va.gov/COMPENSATION/cma-poc.asp

• Make sure to submit the correct forms, or the process to 
access VA systems may be delayed!

https://www.benefits.va.gov/COMPENSATION/cma-poc.asp
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VA Privacy Training
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VA Privacy Rules and Training
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• Before an individual can access VA 
information systems, they must 
first pass a course on “VA Privacy 
and Information Security 
Awareness and Rules of Behavior.”

• Users must complete this course 
every year.

• VA requires that the privacy 
training be completed online 
through its TMS portal: 
https://www.tms.va.gov/SecureAuth35/

https://www.tms.va.gov/SecureAuth35/
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Quiz

Click the Quiz button to edit this object
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General Privacy Guidelines

28

• No.  You shouldn’t access his sister’s medical record. 

• Assume that all information obtained via any VA information 
system is private and cannot be shared without the 
Veteran’s permission.

• Be overly protective of access to any VA information system 
and never leave any information unsecured.

• Report all information breaches (even suspected breaches) 
immediately to VA.

VA’s 2020 privacy information is included 
as three handouts for this lesson.
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TRIP
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TRIP for Accreditation 
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•TRIP stands for “Training, Responsibility, 
Involvement and Preparation of Claims.”

•Completion of the course is required for 
accreditation by VA.

•Work with your supervisor and local VA 
regional office TRIP Coordinator to complete 
the course.
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Course can be taken online 
outside of VA intranet.

Eighteen modules with a 
focus on evidence and 

development.

Forty-five days to 
complete the course 

once started.
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Completing TRIP
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• Every TRIP module must be completed.

• You must complete all modules and pass the final 
assessment with a score 80 percent or higher.

• You can attempt the final assessment twice before 
VA locks you out.

• If you are locked out, contact VA.

• Save and print out the completion certification to 
prove you passed TRIP training.
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TRIP Tips
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• Just like this course, set aside time over multiple days to complete the training.

• You can have multiple TRIP browser windows open at once.

• When you take a quiz or the final assessment, open a second internet browser window, 
go to the TRIP website, and review the lesson again while you determine the correct 
answers.
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Last Slide
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• This presentation is complete. 

• A PDF version of these slides will be provided to you 

at the conclusion of the course for future reference.


