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VBA Regional Offices and Centers





SUBJ:  Certification Test Procedures for $25,000 Retroactive Payments





PURPOSE


The Veterans Benefits Administration is taking steps to strengthen the integrity of the Compensation and Pension (C&P) program based upon recent findings related to the Atlanta fraud investigation.  On September 26th, you received from the C&P Service business rules and procedures for verifying large one-time retroactive payments.  The procedures outlined in this letter represent the next step in developing a system of certification for these payments.  The changes will focus on implementing an electronic review system to verify the propriety of payments of $25,000 or greater.


WHAT YOU NEED TO DO


We ask that you provide the attached instructions to your IRM staff immediately.  The procedures outlined are for establishing mailboxes for the Director and Assistant Director to receive the large retroactive payment information for certification.   It is imperative that the mailboxes be set up by 5:00 PM ET in order for them to synchronize and be ready for a demonstration/test of the system to ensure we are ready for an October 1, 2001, deployment.





WHAT THE INSTRUCTIONS INCLUDE


The enclosed document includes the following:





Instructions/guidance for the IRM staff at the regional offices to create the new mailboxes needed for the retroactive payments   





A list the stations must use in naming the mailboxes





Instructions for establishing the mailboxes in the directors and assistant directors email





Instructions for setting up permissions for the mailbox





DEADLINES AND POINTS OF CONTACT


If your IRM staff has questions regarding the instructions, please have them contact the Information Technology Support Center in Philadelphia (Help Desk) at 215-381-3050.  If you have questions please contact Audrey Isett or Jeff McAdams of the Office of Program Integrity at 202-273-7348 or 7139.





The mailboxes must be established by 5:00PM today.  Directors/Assistant Directors must have access to these boxes by Friday, September 28, 2001.  Please send e-mail to Jeff McAdams with a courtesy copy to Susan Perez of the Data Management Office today to confirm that the procedures have been completed.  Also, please provide in this e-mail the address of the new box.











					    /s/


Guy H. McMichael III


Acting Under Secretary for Benefits











Enclosure (1)


�



IRM Instructions to Establish Necessary Mailboxes





All IRM Managers:





Please inform your Exchange System Administrator to create the following mailbox for your respective site.  This mailbox will ONLY be accessed by your Director and Assistant Director.  The mailbox needs to be added to your Director and the Asst. Director's mailbox (after the mailbox has been created on the Exchange server.)  You will also need to create a new NT User Account for this mailbox (i.e., DIRRETRO).





There is an Exchange Naming Convention policy (for Mailboxes and Distribution Lists) for VBA issued by Hines BDC in March of 1997.  The format is as follows (addresses not to exceed 15 characters, including spaces and the slash (/):





	VAVBALLL/FFFFF 





	VA indicates Veterans Affairs


	VBA indicates Veterans Benefit Administration


	LLL indicates location identifier  (i.e., BUF for Buffalo)


	/ used as a separator


	FFFFFF indicates function 





For this particular mailbox, the function will be RETRO and the complete mailbox name will be:





	VAVBALLL/RETRO  (where LLL indicates the three letter indicator for your station)





All addresses must begin with VAVBALLL/ (where LLL is the three letter indicator for the station, NOT the three-digit station number).  No special characters or spaces are allowed within "VAVBALLL".  �



Letter Indicator for your Station that Must be Used in Naming the Mailbox





TABLE OF LOCATION IDENTIFIERS





CITY�
LOCATION IDENTIFIER�
�
CITY�
LOCATION IDENTIFIER�
�
�
�
�
�
�
�
Albuquerque�
ALB�
�
Oakland�
OAK�
�
Anchorage�
ANC�
�
Philadelphia�
PHI�
�
Atlanta�
ATG�
�
Phoenix�
PHO�
�
Austin�
AUS�
�
Pittsburgh�
PIT�
�
Baltimore�
BAL�
�
Portland�
POR�
�
Boise�
BOI�
�
Providence�
PRO�
�
Boston�
BOS�
�
Reno�
REN�
�
Buffalo�
BUF�
�
Roanoke�
ROA�
�
Cheyenne�
CHY�
�
Salt Lake City�
SLC�
�
Chicago�
CHI�
�
San Diego�
SDC�
�
Cleveland�
CLE�
�
San Juan�
SAJ�
�
Columbia�
CMS�
�
Seattle�
SEA�
�
Denver�
DEN�
�
Sioux Falls�
SUX�
�
Des Moines�
DES�
�
St Petersburg�
SPT�
�
Detroit�
DET�
�
St. Louis�
STL�
�
Fargo�
FAR�
�
St. Paul�
SPL�
�
Ft. Harrison�
FHM�
�
Togus�
TOG�
�
Hartford�
HAR�
�
Waco�
WAC�
�
Hines�
HIN�
�
Washington�
WAS�
�
Honolulu�
HON�
�
White River�
WRJ�
�
Houston�
HOU�
�
Wichita�
WIC�
�
Huntington�
HUN�
�
Wilmington�
WIM�
�
Indianapolis�
IND�
�
Winston Salem�
WIN�
�
Jackson�
JAC�
�
�
�
�
Lincoln�
LIN�
�
�
�
�
Little Rock�
LIT�
�
�
�
�
Los Angeles�
LAN*�
�
�
�
�
Louisville�
LOU�
�
�
�
�
Manchester�
MAN�
�
�
�
�
Manila�
MPI�
�
�
�
�
Miwaukee�
MIW�
�
�
�
�
Montgomery�
MGY�
�
�
�
�
Muskogee�
MUS�
�
�
�
�
Nashville�
NAS�
�
�
�
�
New Orleans�
NOL�
�
�
�
�
New York�
NYN�
�
�
�
�
Newark�
NEW�
�
�
�
�
�



Perform the following steps to add the new RETRO mailbox to the Director's and Assistant Director's Mailbox:





Open your mailbox and select Tools/Services from the menu bar


Highlight Microsoft Exchange server


Click on the Properties button


Select the Advanced tab


Click on the Add button


Type the name of the mailbox to add (VAVBAXXX/RETRO)


Click OK


Click OK to exit the Properties screen


Click OK to exit the Services screen











Instructions for Permissions to be Set Up for This Mailbox








GRANT MAILBOX ACCESS TO ANOTHER USER





1.  Log onto Microsoft Exchange and click your Mailbox in the folder list.


2.  Select File from the menu bar.


3.  Select Properties.


4.  Select the Permissions tab.


5.  Click on the Add button.


6.  Double-click on the person’s name you want to grant access to your mailbox and click OK.


7.  Highlight the name you just added and click the Roles down arrow and select the appropriate permissions and click OK.





GRANT FOLDER ACCESS TO ANOTHER USER





1.  Log onto Microsoft Exchange and click the Folder (Example:  Inbox) in the folder list.


2.  Select File from the menu bar.


3.  Select Properties.


4.  Select the Permissions tab.


5.  Click on the Add button.


6.  Double-click on the person’s name you want to grant access to your mailbox and click OK.


7.  Highlight the name you just added and click the Roles down arrow and select the appropriate permissions and click OK.





Note:  This must be done to each folder you want to grant access to.


�



ACCESSING ANOTHER MAILBOX YOU HAVE PERMISSION TO





1.  Log onto Microsoft Exchange as yourself.


2.  Choose Tools from the menu bar.


3.  Select Services.


4.  Highlight Microsoft Exchange Server and click Properties.


5.  Select the Advanced tab.


6.  Click on the Add button.


7.  Type the name of the person’s mailbox you have been granted access to (Type name exactly as it appears in the Global Address List) and click OK.


8.  Click OK.


9.  Click OK
































