e-VA Microlearning:
Package Manager for Decision Letters
Version 2
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Introduction

In this Microlearning, we will review how to send a
Decision Letter or Letter to the Package Manager
from e-VA
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Decision Letters

The following is a list of the Decision Letters identified as “must be sent via U.S. Mail” by
the Policy Team. These are the only Letters that will be sent to the Package Manager for
mailing. All other Letters can be sent via email.

Note that this e-VA feature is for sending one Letter (file) per transaction only. Future e-VA
development will include sending multiple files in a single transaction for mailing.

Appointment—Ch 31 Orientation
Apportionment or Reinstatement Letter
Ch 18 and 35 Decision Letter
Ch 31 Adverse Decision Letter
Ch 31 Positive Decision Letter
Ch 36 — Decision Letter
Movement of Entitlement Notification
Positive Ch 31 Decision Letter — Plan Development
Reduction or withdrawal and Six-hour exclusion
Restorationof Entitlement
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Step 1 — Locating the Decision Letter Template

The Decision Letters reside in the e-VA Document Repository. To get to the e-VA
Document Repository click on the [My Documents] icon in the Global Navigation

bar.
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Step 1a — Open the e-VA Document Repository

Click on the [Copy Agency File] button to enter the e-VA Document Repository.
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Dashboard Alerts Messages Appointments Reports Bulk Actions My Documents My Profile

(21 My Documents

My Documents /
X Upload File (2] Copy Agency File

= | ] Name Modified Date Modified By Size Tag

@ Recycle Bin
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Step 1b — Search for and Select the Letter

Search for your Letter using the Search field.

Create a Copy of an Agency Document
Search Document Type: | All Document Types +
Source !X DocumentName I Size Type
Agency 10-0103-fill.pdf 857.02 VA Form 10 0103 Veterans Application for Assistance in n
KB Acquiring Home Improvement and Structural Alterations - 1269
Agency 10-5345.docx 26.73 VA Form 10 5345 Request For and Authorization to Release n
KB se vy : oo
Agency | 21-0788.docx 69.33 Create a Copy of an Agency Document
KB
Search| VR 03 Document Type: | All Document Types =
Onceyou have found your - .
: ource l: Document Name E | Size Type
letter click on the blue |
[Se Iect] b utton. Agency VR-03 Package 446.14 VR 03 Appointment Letter Initial Evaluation with VRC - 889
Manager.docx KB
Cancel
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Step 1c — Customize Your Letter

Your Letter Template opensin a new Tab.

Begin customizing your letter by adding
information as applicable to the letter.

In e-VA, and this example, you will need to fill in: AL - S Al e S

Clipbeard Fent Paragraph Styles Editing

 the address of your Regional Office RO, R R RN EEPEE

e the Current Date,

DEPARTMENT OF VETERANS AFFAIRS

VA Regional Office
«ROAddress»

* the Full Name and Mailing Address of your :
Veteran or POA as you dictate

¢ the Salutation, T «EullName» In Reply Refer to:

«MaiingAddress» <ROStationNumber»/28

¢ yO U r RO n U m be r, Dear «LastName»:

Your application for Chapter 31 benefits has been processed. | am writing to inform you of

Py t h e C I a i m/ Pa e e n u m b e r i a decision that affects your Department of Veterans Affairs (VA) Veteran Readiness and
y - Employment (VR&E) benefits. This decision does notimpact other VA benefits that you

. may be receiving and/or be eligible to receive.

What was the decision and what authority was used?

* and any other info as applicable to the letter

Yo have hean datarminad hle tn recsive an initial evaluation tn datermine if vnu are

ad alinihle
Section 1/8 Page 1/14 ‘ Line 1 | Column 0 ‘ English (United States) |
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Step 1d — Save your Customized Letter

1. Click on File. Avoid the use of any of the following

File Home Insert Page Layout  View Referenc . characters when naming vour files:
2. Click on Save As. &Y

Arial v l12 A a A S@#[({l?/\%~“!*+;>:?&
B I Uvase X, X’ Aa VR-03 Package Manager.docx
Clipboard @ Preview
[ 1] N
Save 3. Create a unique file name, select File
Save as Type as PDF and click the blue Save button.
_3 & Print

Save File as

N

o File Name Earp W VRO3 Orientation 050924 .pdf

)

File Type PDF (*.pdf) v

Cancel Save
.|
I 4 P
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Step 1le — Close Document Tab and Return to e-VA

1. Close the tab in your browser with the document.

28 e-VA - Documents - My Docu X Editing VR-03 Package Manag X +

C M 2% staff.eva.va.gov/documentmanagement/copyfiletouSer?documentGuid=0A36041E

File Home Insert Page Layout View References Proofi Table Layout

Arial vil12 W A A Ay E" v v

2. Return to e-VA

@ e-VA - Documents - My Docun: X =+

B | U~ aks X, X' Aav :Zv A" =

Clipboard Font

[ ' 1 ' ' ' >| 0 . 1 ' T
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2 C M 2% staff.evava.gov/#/documentmanagement/manageuserdocuments bk 3} e

| 2]8] Logout Martinez 6... o

—

53 = v &

Dashboard Alerts es | Appointments Reports = Bulk Actions My Documents | My Profile

(21 My Documents

My Documents

X Upload File 21 Copy Agency File

< Name Modified Date Modified By Size Tag
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Step 1f — The document is now in your

e-VA [My Documents] Library Ready for Use

The screenshotbelow is of your [My Documents] Library showing the letter just created.

€8] My Documents

My Documents

+ Add New ~ . Upload File €2 Copy Agency File

= Name Modified Date Meodified By Size Tag
@ Recycle Bin
o) Earp W VRO3 Orientation 050924.pdf ~ 05/16/2024 9:50:17 Martinez, George 472.04 KB VR 03 Appointment
AM MDT Letter Initial
Evaluation with VRC

- 889

During the next steps, we will demonstrate how to access this letter from your library.
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Step 2 — Sending the Letter to VBMS Package Manager

The Letter will be sent to VBMS Package Manager when:

* You attachit to an outbound e-VA email
* You attachit to an outbound e-VA appointment, or
* You add the letter to the Veteran’s e-VA Document Folder

In this Micorlearning we will review how to add the Letter to the Veteran’s e-VA Document Folder
which will trigger the sending of the letter to VBMS Package Manager for mailing via U.S. Mail.
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Step 2 — Adding the Letter to the Veteran’s Document Folder

= 2 VETERAN

Begin by going to the Veteran’s Client Overview Page and selecting the [Documents] Tab

A

Client Overview - Wyatt Earp

Wyatt Earp
george.martinez3@va.gov
505-999-8556

[Eal Upload Picture
< Refresh Client Record

R

Primary VRC: George Martinez
Regional Office 340 - Albuquerque

Current Track: Evaluation/Planning - CH 36

Track Start Date; 05/08/2024 3¢ Change Track

Global Client Search
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Client Documents [# Send Document for Signing
< ] Name Added Date Added By Size

All Client Documents

eSignature Documents

Other Documents
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Step 2 — Adding the Letter to the Veteran’s Document
Folder, continued

Click [Add File] and select [Choose from library].

Then placea checkmark by your file and click on the blue
[+Add File] button. This willcompletethe event of adding
Share / Refer the letter to your Veteran’sDocument folderin e-VA

ire-
Upload File '
SIRLEC IO LINC " Choose From Library

Documents Case Motes

[# Send Document for Signing

Search Source; | User Files =
ocument Type: | All Document Types ~
. . I
Source |5 Document Name 1 size

(+) My Documents Earp W VRO3 Orientation 050924.pdf \472.04 KB
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Step 3 — This Action will prompt e-VA to Create a Case
Note of the Event

The event of adding the Letter to the Veteran’s Document folder has triggered e-VA to
send the letter to VBMS Package Manager for mailing. The screenshot below is of the
case note that e-VA creates documenting the event. Note that the case note contains
the file.

05/16/2024 10:41:53 AM MDT - Category: e-VA Miscellaneous - Document Added
Document [Earp W VR0O3 Orientation 050924.pdf] added to client Document Library (Other Documents\VR
03 Appointment Letter Initial Evaluation with VRC - 889) by George Martinez

Attachment(s):
Earp W VRO3 Orientation 050924.pdf 472.04 KB
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Step 4 — VBMS sends the Letter to the Package Manager for the
mailing of the document via U.S. Mail

| B

If the VBMS Package Manager fails to upload the file, e-VA will generate a Red Alert
prompting action by the Counselor.

(1) 11/28/2023 6:59:59 PM EST - e-VA Note

Due to an internal error in the VBMS Package Manager file upload process, the file (Decision Letter VR77 Wyatt Earp.pdf) sent to VBMS Package Manager was not uploaded. Please
take the following action:

1.  Download the file to your local device.

2. Upload the file to VBMS Package Manager directly.

Attachment(s):
Earp W VRO03 Orientation 050924 .pdf
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Best Practices

v’ When preparing your Letter, the best practice is to include all the
required and applicable information, and then review it before saving
and sending.

v Use a file name that includes the name or initial of the Veteran,
letter or form name, and date for example:

Smith JD 28-1905 092518.pdf
v’ Avoid the use of any of the following characters when naming your

files:S@H#[ ({12 %~“1*+, >:28&

v’ Final note, if you perform the e-VA PacMan process twice, it will
mail the letter to your Veteran twice
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Conclusion

During this e-VA microlearning, we reviewed how to send a Decision
Letter or Letter to the Package Manager from e-VA

If you have any questions regarding e-VA, please submit a tech support
ticket through e-VA for assistance and you may also send an email directly
to our e-VA mailbox at VRE_EVAVBACO@va.gov
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