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[bookmark: _Toc504140471]Introduction
[bookmark: _Toc504140472]Purpose
The purpose of this User Guide is to provide general system information, as well as accessibility and user roles with the VHIC application. This User Guide will provide a detailed walkthrough of creating Veteran Health Identification Card requests using the VHIC application. This User Guide will also provide the detailed steps on how VHIC Administrators can deactivate all of the VHICs associated to a selected Veteran.
[bookmark: _Toc504140473]Document Orientation
[bookmark: _Toc504140474]Organization of the Manual
This User Guide is divided into eight sections, allowing the user to quickly obtain the information needed.
The first section will provide an overview of what a VHIC is and what the eligibility requirements are, and the various user roles and their accessibility within the VHIC application.
In order to be able to receive a VHIC, a Veteran must meet the following eligibility criteria:
· Be eligible for VA medical benefits
· Be enrolled in the VA Healthcare system
· Be Level 2 proofed at a VA medical facility
· Veteran identity must be recognized in the Master Veteran Index (MVI), which is managed by the Identity and Access Management (IAM) of the VA

[image: Note]NOTE: The level 2 proofing process is a method to verify the identity of Veterans. VA requires Veterans to provide approved identification documents to access Personal Identifiable Information (PII), Personal Health Information (PHI) and request a Veterans Health Identification Card (VHIC).

The second and third sections will walk the user through the steps needed to access the VHIC application, as well as some general guidelines on using the VHIC application.
The fourth section will give the user an overview of what they need to do before starting a card request for a Veteran. The VHIC user must verify the Veteran’s Identity Proofing Level is at Level 2 in the Identity Management Toolkit.
The fifth section will provide information for the VHIC Administrator on how to continue with the card request process when the Veteran already has a VHIC requested that falls within the ten (10) day window set aside for mailing.
The sixth section will provide information for the VHIC Administrator on how to deactivate the VHICs for a specific Veteran. A step-by-step process will navigate the VHIC Administrator through the Card Management screens in the VHIC application. Once all of the required information has been provided, the final step in the Card Management process will confirm that the deactivation of all VHICs associated with a Veteran have been deactivated.
The seventh section will provide information on the different reports available to VHIC Associates and the types of metrics that can be obtained.
The last section covers some troubleshooting issues and solutions that will help the VHIC user to better able to support the Veteran and ensure that the VHIC requests are processed properly.
[bookmark: _Toc504140475]Assumptions
This guide was written with the following assumed experience/skills of the audience:
User has basic knowledge of the operating system (such as the use of commands, menu options, and navigation tools).
User has been provided the appropriate active roles required for the VHIC application.
User is using Internet Explorer to do their job of either creating VHIC Card Requests, Running Reports, or Deactivating VHICs depending on user roles.
User has validated access to the VHIC application.
User has completed any prerequisite training.
[bookmark: _Toc504140476]Disclaimers
[bookmark: _Toc504140477]Software Disclaimer
This software was developed at the Department of Veterans Affairs (VA) by employees of the Federal Government in the course of their official duties. Pursuant to title 17 Section 105 of the United States Code this software is not subject to copyright protection and is in the public domain. VA assumes no responsibility whatsoever for its use by other parties, and makes no guarantees, expressed or implied, about its quality, reliability, or any other characteristic. We would appreciate acknowledgement if the software is used. This software can be redistributed and/or modified freely provided that any derivative works bear some notice that they are derived from it, and any modified versions bear some notice that they have been modified.
[bookmark: _Toc504140478]Documentation Disclaimer
The appearance of external hyperlink references in this manual does not constitute endorsement by the Department of Veterans Affairs (VA) of this Web site or the information, products, or services contained therein. The VA does not exercise any editorial control over the information you may find at these locations. Such links are provided and are consistent with the stated purpose of the VA.
[bookmark: _Toc504140479]Documentation Conventions
This manual uses several methods to highlight different aspects of the material.
[bookmark: _Toc458084680]Various symbols are used throughout the documentation to alert the reader to special information. The following table gives a description of each of these symbols:


[bookmark: _Toc504140687]Table 1: Documentation Symbols and Descriptions
	[bookmark: ColumnTitle_02]Symbol
	Description

	[image: Note]
	NOTE: Used to inform the reader of general information including references to additional reading material


Descriptive text is presented in a proportional font (as represented by this font).
“Screenshots” of computer online displays (i.e., character-based screen captures/dialogs) and are shown in a non-proportional font and enclosed within a box. Also included are Graphical User Interface (GUI) Microsoft Windows images (i.e., dialogs or forms).
User's responses to online prompts (e.g., manual entry, taps, clicks, etc.) will be [boldface] type and enclosed in brackets.
[bookmark: _Toc504140480]Enterprise Service Desk and Organizational Contacts
The support contact information documented herein are intended to restore normal service operation as quickly as possible and minimize the adverse impact on business operations, ensuring that the best possible levels of service quality and availability are maintained.
The following table lists the contact information needed by site users for troubleshooting purposes. Support contacts are listed by description of the incident escalation, and contact information (phone number and options to select).
[bookmark: _Toc504140688]Table 2: Enterprise Service Desk Contact Information
	Issue
	Contact Info

	For Provisioning Issues
	Contact the Enterprise Service Desk at (855) 673-4357, option 3 (Applications), then option 1.
When contacted by a support specialist, be ready to supply the employee’s full name, VA user ID and email address.

	For Proofing Issues
	Contact the Enterprise Service Desk at (855) 673-4357, option 3 (Applications), then option 1.
When contacted by a support specialist, be ready to supply the Veterans' full name, full SSN, and DOB.

	For All Other VHIC System Issues
	Contact the Enterprise Service Desk at (855) 673-4357, option 3 (Applications), then option 1.
When contacted by a support specialist, be ready to supply the Veterans' full name, full SSN, and DOB. 


[bookmark: _Toc424232988][bookmark: _Toc424907911][bookmark: _Toc458084881][bookmark: _Toc458093200]

[bookmark: _Toc504140481]Veteran Health Identification Card – What is it?
The VHIC serves as an identification mechanism for Veterans that are enrolled in the VA Healthcare system and supports efficiencies at VA medical facilities throughout the United States. Although not required by Veterans to receive medical care at a VA facility, it does enable Veterans to check in for VA appointments more quickly. The VHIC system is a web-based application that VHIC associates use to issue VHICs to enrolled Veterans.

[image: C:\Users\vhaisdandrel\AppData\Roaming\PixelMetrics\CaptureWiz\Temp\18.png]
[bookmark: _Toc424232808][bookmark: _Toc458084945][bookmark: _Toc458093310][bookmark: _Toc504140572]Figure 2‑1: Example of what the VHIC looks like
[bookmark: _Accessing_the_VHIC][bookmark: _Toc398889216][bookmark: _Toc418580482][bookmark: _Toc421203380][bookmark: _Toc424232989][bookmark: _Toc424907912][bookmark: _Toc458084882][bookmark: _Toc458093201][bookmark: _Toc504140482]Accessing the VHIC Application
VHIC is a web based application which users will access via a web browser. The recommended browser is Internet Explorer (currently version 11). The VHIC URL is https://vic.iam.va.gov/VIC/faces/index.jsf and is case sensitive – it must be entered exactly as shown. After successfully logging in to the VHIC application, users should bookmark this site for easy access in the future. Instructions on how to do just that can be found here: http://windows.microsoft.com/en-us/internet-explorer/add-view-organize-favorites#ie=ie-11-win-7.

The best time to bookmark the site is after the user is in the application itself rather than attempting to bookmark the Login screen.
[bookmark: _Toc398889217][bookmark: _Toc418580483][bookmark: _Toc421203381][bookmark: _Toc424232990][bookmark: _Toc424907913][bookmark: _Toc458084883][bookmark: _Toc458093202][bookmark: _Toc504140483]Browser
Once users are logged into their VA desktop, they will access VHIC using Internet Explorer (IE) by either entering the URL listed above or via the bookmark saved during an earlier session. Please do NOT use the Refresh button at the top of your browser window if you mistype the VHIC URL. The Refresh button will redirect you to the VA website. Please re-enter the VHIC URL and try again.
[bookmark: _Toc418580484][bookmark: _Toc421203382][bookmark: _Toc424232991][bookmark: _Toc424907914][bookmark: _Toc458084884][bookmark: _Toc458093203]

[bookmark: _Toc504140484]Browser Incompatibility Issue
In some instances, users may experience image misplacement or misalignment. This is most likely due to the current browser compatibility settings. You will want to ensure that the browser is not set to Compatibility View.
Examples of Image Misplacement and Other Misalignments:

[image: ]
[bookmark: _Toc424232809][bookmark: _Toc458084946][bookmark: _Toc458093311][bookmark: _Toc504140573]Figure 2‑2: Over-sized icon buttons on the Home Screen

[image: ]
[bookmark: _Toc424232810][bookmark: _Toc458084947][bookmark: _Toc458093312][bookmark: _Toc504140574]Figure 2‑3: Words wrapping around the displayed photo on Step 3

[image: ]
[bookmark: _Toc424232811][bookmark: _Toc458084948][bookmark: _Toc458093313][bookmark: _Toc504140575]Figure 2‑4: Content on the right of the Step 5 screen is shifted down

[image: ]
[bookmark: _Toc424232812][bookmark: _Toc458084949][bookmark: _Toc458093314][bookmark: _Toc504140576]Figure 2‑5: Both the VISN and Facility selection lists are displayed and shifted to the right

If you are experiencing misalignment issues, follow these steps to verify/update your browser compatibility settings:

1. With Internet Explorer open, right click in the blue area at the top of the browser window.
2. Click on Command Bar to display the Command Tool Bar.
[image: ]
[bookmark: _Toc419879183][bookmark: _Toc421203454][bookmark: _Toc424232813][bookmark: _Toc458084950][bookmark: _Toc458093315][bookmark: _Toc504140577]Figure 2‑6: Internet Explorer's Toolbar Menu
3. Click on the Tools menu button.
[image: ]
[bookmark: _Toc419879184][bookmark: _Toc421203455][bookmark: _Toc424232814][bookmark: _Toc458084951][bookmark: _Toc458093316][bookmark: _Toc504140578]Figure 2‑7: Tools Menu button
4. Click on Compatibility View Settings.
[image: ]
[bookmark: _Toc419879185][bookmark: _Toc421203456][bookmark: _Toc424232815][bookmark: _Toc458084952][bookmark: _Toc458093317][bookmark: _Toc504140579]Figure 2‑8: Tools drop-down menu
5. Uncheck the box next to Display intranet sites in Compatibility View.
[image: ]
[bookmark: _Toc419879186][bookmark: _Toc421203457][bookmark: _Toc424232816][bookmark: _Toc458084953][bookmark: _Toc458093318][bookmark: _Toc504140580]Figure 2‑9: Compatibility View Settings screen
6. Click the Close button.
[image: ]
[bookmark: _Toc419879187][bookmark: _Toc421203458][bookmark: _Toc424232817][bookmark: _Toc458084954][bookmark: _Toc458093319][bookmark: _Toc504140581]Figure 2‑10: Compatibility View Settings Screen - Close

[image: Note]NOTE: Compatibility mode does need to be turned on in order to access other applications such as Notes in NUMI’s CERMe and the Beneficiary Travel Dashboard. You can turn compatibility mode back on by following the above directions and checking the Display intranet sites in Compatibility View checkbox.
[bookmark: _Toc418580485][bookmark: _Toc421203383][bookmark: _Toc424232992][bookmark: _Toc424907915][bookmark: _Toc458084885][bookmark: _Toc458093204]

[bookmark: _Toc504140485]Proper Navigation of the VHIC Application
The correct way to navigate through the VHIC application is to use the buttons that are located at the bottom of each screen instead of using the Browser’s built in Back button. Please do NOT use the Back button at the top of your browser window to navigate back to a previous screen; this will cause errors to occur.
The VHIC user can also navigate to the different features within the VHIC application by clicking on one of the navigation links located in the header near the top left of the screen. The user’s assigned role will determine which links are available as seen below. To see the full home screens for each user role, refer to the 3.3 System Menu section.

[image: ]
[bookmark: _Toc424232819][bookmark: _Toc458084956][bookmark: _Toc458093321][bookmark: _Toc504140582]Figure 2‑11: VHIC Administrator and VHIC Technical Administrator (Tier 3) menu

[image: ]
[bookmark: _Toc424232820][bookmark: _Toc458084957][bookmark: _Toc458093322][bookmark: _Toc504140583]Figure 2‑12: VHIC Associate and VHIC Supervisor menu

[image: ]
[bookmark: _Toc424232821][bookmark: _Toc458084958][bookmark: _Toc458093323][bookmark: _Toc504140584]Figure 2‑13: VHIC Auditor and VHIC Read-Only User menu
NOTE: The “Skip To Content” link is a Section 508 compliance feature that skips repetitive navigation links so that page content can be quickly accessed.
[bookmark: _Roles_within_VHIC][bookmark: _Toc398889209][bookmark: _Toc418580475][bookmark: _Toc421203373][bookmark: _Toc424232993][bookmark: _Toc424907916][bookmark: _Toc458084886][bookmark: _Toc458093205]

[bookmark: _Toc504140486]Roles within VHIC
The VHIC application is built to accommodate a specific set of pre-established user roles. During the provisioning process, the VHIC user will have a role assigned to them, which will determine what aspects of the VHIC application are available to them. The following breaks down the specific roles and the areas of access that accompany each role.

If, while utilizing the VHIC application, a user finds they do not have access to items they feel they should have access to or find that they have access to items they should not, based on the definitions listed below, the VHIC user should report this information to their VHIC Supervisor. The VHIC Supervisor should then verify that the proper role has been assigned.
[bookmark: _Toc398889212][bookmark: _Toc418580478][bookmark: _Toc421203376][bookmark: _Toc424232996][bookmark: _Toc424907917][bookmark: _Toc458084887][bookmark: _Toc458093206][bookmark: _Toc398889210][bookmark: _Toc418580476][bookmark: _Toc421203374][bookmark: _Toc424232994][bookmark: _Toc504140487]VHIC Associate
The VHIC Associate role shall be assigned to individuals responsible for processing card requests and resolving card request issues. Associates have the ability to create card requests and have access to a limited number of reports.
[bookmark: _Toc398889211][bookmark: _Toc418580477][bookmark: _Toc421203375][bookmark: _Toc424232995][bookmark: _Toc424907918][bookmark: _Toc458084888][bookmark: _Toc458093207][bookmark: _Toc504140488]VHIC Supervisor
The VHIC Supervisor shall automatically inherit all access and privileges given to the VHIC Associate. The VHIC Supervisor role is allowed to submit a request for user access to the VHIC application. VHIC Supervisors have the ability to create card requests and have access to most available reports (excluding national versions).
[bookmark: _Toc424907919][bookmark: _Toc458084889][bookmark: _Toc458093208][bookmark: _Toc504140489]VHIC Administrator
The VHIC Administrator role is reserved for the VHIC Business (HEC) team members responsible for the creation and maintenance of all other VHIC accounts/roles. The VHIC Administrator shall automatically inherit privileges given to the VHIC Supervisor. Administrators have the ability to create card requests, deactivate cards, and have access to all available reports.
[bookmark: _Toc398889213][bookmark: _Toc418580479][bookmark: _Toc421203377][bookmark: _Toc424232997][bookmark: _Toc424907920][bookmark: _Toc458084890][bookmark: _Toc458093209][bookmark: _Toc504140490]VHIC Technical Administrator (Tier 3)
The VHIC Technical Administrator (Tier 3) automatically inherits all access and privileges given to the VHIC Administrator. Technical Administrators (Tier 3) have the ability to create card requests and have access to all available reports as well as access to the Administration page.
[bookmark: _Toc398889214][bookmark: _Toc418580480][bookmark: _Toc421203378][bookmark: _Toc424232998][bookmark: _Toc424907921][bookmark: _Toc458084891][bookmark: _Toc458093210][bookmark: _Toc504140491]VHIC Auditor
The VHIC Auditor role shall be assigned to users with read-only access to the VHIC System. The VHIC Auditor does not have the ability to create card requests, but does have access to all available reports.
[bookmark: _Toc398889215][bookmark: _Toc418580481][bookmark: _Toc421203379][bookmark: _Toc424232999][bookmark: _Toc424907922][bookmark: _Toc458084892][bookmark: _Toc458093211][bookmark: _Toc504140492]VHIC Read-Only User
The VHIC Read-Only User role shall be assigned to users with read-only access to the VHIC System. The VHIC Read-Only user does not have the ability to create card requests, but does have access to a limited number of reports.
[bookmark: _Toc504140493]Getting Started
[bookmark: _Toc398889218][bookmark: _Toc418580486][bookmark: _Toc421203384][bookmark: _Toc424233001][bookmark: _Toc424907924][bookmark: _Toc458084894][bookmark: _Toc458093213][bookmark: _Toc504140494]Single Sign-On Internal (SSOi)
Once users are logged into their VA desktop, they will access VHIC using Internet Explorer (IE) by either entering the URL listed above or via the bookmark saved during an earlier session. 
Users will be presented with the Single Sign On – internal (SSOi) login screen (shown below).
Here the VHIC user will need to use their PIV card to log into the VHIC application.

[image: ]
[bookmark: _Toc407023339][bookmark: _Toc418580533][bookmark: _Toc419879189][bookmark: _Toc421203460][bookmark: _Toc424232822][bookmark: _Toc458084959][bookmark: _Toc458093324][bookmark: _Toc504140585]Figure 3‑1: SSOi Login Screen
[bookmark: _Toc504140495]Logging On
The VHIC application is built to accommodate a specific set of pre-established user roles. During the provisioning process, the VHIC user will have a role assigned to them, which will determine what aspects of the VHIC application are available to them. The roles are listed below. For more information on the areas of access that accompanies each role, please refer to section 2.4.

· VHIC Associate
· VHIC Supervisor
· VHIC Administrator
· VHIC Technical Administrator (Tier 3)
· VHIC Auditor
· VHIC Read-Only User
[bookmark: _System_Menu][bookmark: _Toc504140496]System Menu
Depending on the VHIC users’ role, they will be presented different Home screens upon logging to the VHIC application.
[bookmark: _Toc424233003][bookmark: _Toc424907926][bookmark: _Toc458084896][bookmark: _Toc458093216][bookmark: _Toc504140497]VHIC Administrator and Technical Administrator Tier 3
The VHIC Administrator and VHIC Technical Administrator Tier 3 users will be presented with three menu options: Card Requests, Reports and Card Management. They can navigate to each of these application modules by either clicking on one of the links located in the header at the top left of the screen or by clicking on one of the icon buttons in the middle of the screen.
[image: ]
[bookmark: _Toc504140586]Figure 3‑2: VHIC Administrator and VHIC Technical Administrator (Tier 3) Home screen
[bookmark: _Toc424233004][bookmark: _Toc424907927][bookmark: _Toc458084897][bookmark: _Toc458093217]

[bookmark: _Toc504140498]VHIC Associate and Supervisor
The VHIC Associate and VHIC Supervisor users will be presented with two menu options: Card Requests and Reports. They can navigate to each of these application modules by either clicking on one of the links located in the header at the top left of the screen or by clicking on one of the icon buttons in the middle of the screen.
[image: ]
[bookmark: _Toc424232823][bookmark: _Toc458084960][bookmark: _Toc458093325][bookmark: _Toc504140587]Figure 3‑3: VHIC Associate and VHIC Supervisor Home screen
[bookmark: _Toc424233005][bookmark: _Toc424907928][bookmark: _Toc458084898][bookmark: _Toc458093218][bookmark: _Toc504140499]VHIC Auditor and Read-Only User
The VHIC Auditor and VHIC Read-Only users will be presented with the Reports menu option. They can navigate to Reports by clicking on the icon button in the middle of the screen.
[image: ]
[bookmark: _Toc424232824][bookmark: _Toc458084961][bookmark: _Toc458093326][bookmark: _Toc504140588]Figure 3‑4: VHIC Auditor and VHIC Read-Only User Home screen
[bookmark: _Toc504140500]Changing User ID and Password
If you have any questions or need help with your User ID or your Password; call the Enterprise Service Desk at 855-673-4357 and then select option 1 (Account or Password Reset), then option 1.
[bookmark: _Toc458084523][bookmark: _Toc504140501]Before Requesting a VHIC Card
For detailed step-by-step process of how to access and complete the Identity Proofing Verification task in the Identity Management Toolkit application, please refer to section 4 in the Veteran Health Identification Card (VHIC 4.8) User Guide - Volume 1 - Card Requests – All Users document.
[bookmark: _Toc458084524][bookmark: _Toc504140502]Creating a VHIC Card – The Card Request Process
For a step-by-step process on how to navigate through the Card Request screens in the VHIC application and an explanation of the process involved in creating a VHIC for a Veteran, please refer to section 5 in the Veteran Health Identification Card (VHIC 4.8) User Guide - Volume 1 - Card Requests – All Users document.
[bookmark: _Toc458084525][bookmark: _Toc504140503]Requesting a VHIC for a Veteran Within Ten (10) Days of a Previous VHIC Request
VHIC Supervisors and VHIC Associates will not be able to request a new VHIC for a Veteran if there has been a previous request made within the past ten (10) days. They will be shown a message on Step 2 of the VHIC card request process stating:
“This Veteran has a recent VHIC request in process. Please remind the Veteran the VHIC should be received with 10 days after the request was submitted.”

[image: ]
[bookmark: _Toc437598839][bookmark: _Toc458084599][bookmark: _Toc504140589]Figure 5‑1: Replacement Card has been requested within the past 10 days


If for some reason a new VHIC request must be made to include any changes, ONLY the VHIC Administrator will be able to submit a new card request within 10 days of the previous card request.
In this instance, the VHIC user will need to submit a request to the VHA HEC VHIC Program Team mail group via an encrypted message.
Information to include in the request is listed below:
· Veteran’s First and Last Name
· Date of Birth
· SSN
· Site Point of Contact
· Reason for needing a new card requested within 10 days of the previous request.
Using the information provided in the request sent to the VHA HEC VHIC Program Team, The VHIC Administrator would be able to submit a new card request for the Veteran indicated. The card request will follow the same guidelines and steps as creating a Replacement Card Request that is covered in section 4.4 Replacement VHIC: Veteran Level 2 Proofed through Identity Management Toolkit of the Veteran Health Identification Card (VHIC 4.8) User Guide - Volume 1 - Card Requests – All Users document.
[bookmark: _Toc458084526][bookmark: _Toc504140504]Card Management – The Card Deactivation Process
[bookmark: _Toc458084682][bookmark: _Toc504140689]Table 3: Who can deactivate a card?
	At a Glance…
	

	Who can deactivate a card? 
	Administrator, Tech Admin (Tier 3)


This section will walk the VHIC Administrator through the process of deactivating all cards for a Veteran.
The card deactivation process follows numbered steps shown next.
1. Enter Search Terms
2. Select Veteran
3. Select Deactivation Reason
4. Confirm Deactivation Request
5. Request a Replacement Card (when applicable)
6. Verifying Card Deactivation
These steps are fully explained below. We will now walk through the steps required to complete a VHIC card deactivation request for each of the available deactivation reasons.


The following is a list of reasons that are available to the VHIC Administrator for deactivating cards.
· Cancelled/Declined
· Damaged
· Deceased
· Identity Theft
· Lost
· Other
· Stolen
[image: ]
[bookmark: _Toc458084600][bookmark: _Toc504140590]Figure 6‑1: Card Deactivation Reasons drop-down menu
The VHIC Administrator will have the option to request a replacement card at the end of the card deactivation process in select instances.
The deactivation reasons that will allow the Administrator to request a new card are:
· Damaged
· Lost
· Stolen
[bookmark: _Toc458084527]

[bookmark: _Toc504140505]Cancelled/Declined
[bookmark: _Toc458084528][bookmark: _Toc504140506]Accessing Card Deactivation
When the VHIC Administrator logs in to the VHIC application, they are presented with three menu options: Card Request, Reports, and Card Management. The Administrator can click either on the links in the header at the top of the screen or on the icon buttons in the middle of the screen.
To begin the Card Deactivation process, the VHIC Administrator would click on either the Card Management link or the Card Management icon button.
[image: ]
[bookmark: _Toc458084601][bookmark: _Toc504140591]Figure 6‑2: VHIC Administrator Home screen; click Card Management
[bookmark: _Toc458084529][bookmark: _Toc504140507]Step 1: Enter Search Terms
The first step in the process is to find the Veteran in the system. This is accomplished by entering enough search criteria to trigger a match within Master Veteran Index (MVI). The top of the screen offers guidance regarding the set of traits recommended to ensure the best match is found. These are guidelines and not necessarily the required set of traits that must be entered.
However, for optimal search results, copy the Veteran’s ICN from Toolkit and paste it into the ICN field on this screen.
Other search methods include:
· The Member ID from the front of the Veteran’s VHIC
· Last Name, First Name, DOB and SSN
[image: Note]
NOTE: If using LN/FN/DOB/SSN combination, at a minimum, supply the Veteran's Last Name, plus values from at least two of the other three sections (Person, Address, and Identification).



The more traits entered, the more likely a match will be returned. Additional guidance is also available on-screen by clicking on the blue circle containing a question mark.
[bookmark: _Toc458084602][image: ]
[bookmark: _Toc504140592]Figure 6‑3: Help icon
This type of help is available throughout the application and will provide additional detail or clarification for that particular step or section.
Once the information has been entered into the required fields, click on [Search] to proceed to the next step.
[image: ]
[bookmark: _Toc458084603][bookmark: _Toc504140593]Figure 6‑4: Card Management Deactivation Home screen. Enter Search Terms screen


Various error messages can be received throughout the Card Deactivation process. If the search yields no results, a message will be displayed above the search fields.
[image: ]
[bookmark: _Toc458084604][bookmark: _Toc504140594]Figure 6‑5: Enter Search Terms screen - No Match Found error
The user can then verify that the information entered is correct or make corrections as needed as well as add more information to increase the likelihood of finding a match.
[bookmark: _Toc458084530]

[bookmark: _Toc504140508]Step 2: Select Veteran
If the search was successful and a possible match has been found, the results of that search will be displayed on screen. From the list provided (up to 10 matches may be returned), select the appropriate Veteran by clicking on the Veteran’s name which is hyperlinked.
If the correct Veteran is not in the list, click the [Back] button and verify the traits entered are correct. If the traits are correct, try adding additional information to aid in triggering a match.
[image: ]
[bookmark: _Toc458084605][bookmark: _Toc504140595]Figure 6‑6: Card Deactivation Select Veteran screen
[bookmark: _Toc458084531][bookmark: _Toc504140509]Select Deactivation Reason
Once the Administrator has selected the correct Veteran, the next step in the process is to select the reason for deactivating all the VHIC cards for this Veteran. Choose from one of the several deactivation reasons VHIC provides.
Select the Cancelled/Declined reason for deactivating the VHIC cards for this Veteran from the drop down menu.
Click on the [Deactivate] button to continue to the next step.
[image: ]
[bookmark: _Toc458084606][bookmark: _Toc504140596]Figure 6‑7: Select Deactivation Reason screen
[bookmark: _Toc458084532]

[bookmark: _Toc504140510]Confirm Deactivation Request
The VHIC application will ask the user to confirm that they really want to deactivate all of the cards for this Veteran.
Click the [OK] button on the pop up window to continue.
[image: ]
[bookmark: _Toc458084607][bookmark: _Toc504140597]Figure 6‑8: Confirm Deactivation pop-up window
This screen shows that the Card Deactivation was completed successfully.
The selected deactivation reason will be displayed on this screen.
Since Cancelled/Declined was the deactivation reason selected, the VHIC Admin is not presented with the option to request a new card for the Veteran.
[image: ]
[bookmark: _Toc458084608][bookmark: _Toc504140598]Figure 6‑9: All Cards Deactivated - Cancelled/Declined
[bookmark: _Toc458084533][bookmark: _Toc504140511]Verifying Card Deactivation
The VHIC Administrator can verify that all of the cards for that Veteran have been deactivated by looking at the Card History report. To see all of the cards for a Veteran, search by using the Veteran’s Person ID, which was displayed on the last step of the card deactivation process.
[image: ]
[bookmark: _Toc458084609][bookmark: _Toc504140599]Figure 6‑10: Card History Report Query Screen


When looking at the Card History report, the user will see that the Current Card Status has been updated to Deactivated and the Current MVI Status has been updated to Unlinked.
The user will also see the messages for Deactivated and MVI Correlation Unlinked in the Message history section.
The Deactivation Reason field will also be populated with the deactivation reason that was selected during the card deactivation process.
[image: ]
[bookmark: _Toc458084610][bookmark: _Toc504140600]Figure 6‑11: Card History Report - Cancelled/Declined
[bookmark: _Toc458084534][bookmark: _Toc504140512]Saving a Card Request On-Hold to Retain Picture (For Cancelled/Declined enrollment only)
The next step in this process is to create a card request and manually save it On-Hold in order to be able to retain the Veteran’s picture in MVI.
On Step 1 of the Card request process, Enter the Veteran’s ICN that was copied from the Card Deactivation Confirmation screen and click the [Search] button.
[image: ]
[bookmark: _Toc458084611][bookmark: _Toc504140601]Figure 6‑12: Step 1: Enter Search Terms


Select the Veteran you wish to create the card request for by clicking on the Veteran’s Name.
[image: ]
[bookmark: _Toc458084612][bookmark: _Toc504140602]Figure 6‑13: Step 2: Select Veteran
Click the [Next] button to reuse the existing photo.
[image: ]
[bookmark: _Toc458084613][bookmark: _Toc504140603]Figure 6‑14: Step 3: Capture Veteran Image - Reuse Photo, Click Next button


Confirm that you want to use the existing photo by clicking on the [OK] button.
[image: ]
[bookmark: _Toc458084614][bookmark: _Toc504140604]Figure 6‑15: Step 3: Confirm Reuse of Photo by clicking the OK button


On the Step 4: Select Mailing Address screen, select “Incorrect Information” from the drop down menu for Replacement Reason, and “Other” from the drop down menu that appears for Incorrect Information. Click the [Next] button to continue.
[image: ]
[bookmark: _Toc458084615][bookmark: _Toc504140605]Figure 6‑16: Step 4: Select Mailing Address - Replacement Reason: Incorrect Information - Other


On the Step 5: Save Card Request screen, click on the checkbox next to Bad Data and enter “Retain Picture” in the Details text box. Click on the [Hold] button to save the card request.
[image: ]
[bookmark: _Toc458084616][bookmark: _Toc504140606]Figure 6‑17: Step 5: Save Card Request - Select Bad Data - Details: Retain Picture


Confirm that the card request has been saved on hold by noting the color bar has gone from yellow to orange, and that the Reason for Hold is displayed as “Bad Data: Retain Picture.”
[image: ]
[bookmark: _Toc458084617][bookmark: _Toc504140607]Figure 6‑18: Step 5: Save Card Request - Saved on Hold - Reason for Hold - Bad Data: Retain Picture
The VHIC Administrator can verify that the card just requested for that Veteran has been saved on hold with the Bad Data: Retain Picture hold reason by looking at the Card History report. To see the card history for this card, search by using the Card ID that was displayed on the last step of the card request process.
[image: ]
[bookmark: _Toc458084618][bookmark: _Toc504140608]Figure 6‑19: Card History Report Query Screen


When looking at the Card History report, the user will see that the Current Card Status has been updated to On Hold and the Current MVI Status has been updated to Active.
The user will also see the Replacement Reason field is now showing “Incorrect Information- Other” and the Hold Reason is listed as “Bad Data – Retain Picture” in the Message history section.
[image: ]
[bookmark: _Toc458084619][bookmark: _Toc504140609]Figure 6‑20: Card History Report - Hold Reason: Bad Data - Retain Picture
[bookmark: _Toc458084535][bookmark: _Toc504140513]Damaged
[bookmark: _Toc458084536][bookmark: _Toc504140514]Accessing Card Deactivation
When the VHIC Administrator logs in to the VHIC application, they are presented with three menu options: Card Request, Reports, and Card Management. The Administrator can click either on the links in the header at the top of the screen or on the icon buttons in the middle of the screen.
To begin the Card Management process, the VHIC Administrator would click on either the Card Management link or the Card Management icon button.
[image: ]
[bookmark: _Toc458084620][bookmark: _Toc504140610]Figure 6‑21: VHIC Administrator Home screen; click Card Management
[bookmark: _Toc458084537][bookmark: _Toc504140515]Step 1: Enter Search Terms
The first step in the process is to find the Veteran in the system. This is accomplished by entering enough search criteria to trigger a match within Master Veteran Index (MVI). The top of the screen offers guidance regarding the set of traits recommended to ensure the best match is found. These are guidelines and not necessarily the required set of traits that must be entered.
However, for optimal search results, copy the Veteran’s ICN from Toolkit and paste it into the ICN field on this screen.
Other search methods include: 
· The Member ID from the front of the Veteran’s VHIC
· Last Name, First Name, DOB and SSN

[image: Note]NOTE: If using LN/FN/DOB/SSN combination, at a minimum, supply the Veteran's Last Name, plus values from at least two of the other three sections (Person, Address, and Identification).



The more traits entered, the more likely a match will be returned. Additional guidance is also available on-screen by clicking on the blue circle containing a question mark.
[image: ]
[bookmark: _Toc458084621][bookmark: _Toc504140611]Figure 6‑22: Help icon
This type of help is available throughout the application and will provide additional detail or clarification for that particular step or section.
Once the information has been entered into the required fields, click on [Search] to proceed to the next step.

[image: ]
[bookmark: _Toc458084622][bookmark: _Toc504140612]Figure 6‑23: Card Deactivation Enter Search Terms screen
[bookmark: _Toc458084538]

[bookmark: _Toc504140516]Step 2: Select Veteran
If the search was successful and a possible match has been found, the results of that search will be displayed on screen. From the list provided (up to 10 matches may be returned), select the appropriate Veteran by clicking on the Veteran’s name which is hyperlinked.
If the correct Veteran is not in the list, click the [Back] button and verify the traits entered are correct. If the traits are correct, try adding additional information to aid in triggering a match.
[image: ]
[bookmark: _Toc458084623][bookmark: _Toc504140613]Figure 6‑24: Card Deactivation Select Veteran screen
[bookmark: _Toc458084539][bookmark: _Toc504140517]Select Deactivation Reason
Once the Administrator has selected the correct Veteran, the next step in the process is to select the reason for deactivating all the VHIC cards for this Veteran. Choose from one of the several deactivation reasons VHIC provides.
Select Damaged as the reason for deactivating the VHIC cards for this Veteran from the drop down menu.
Click on the [Deactivate] button to continue to the next step.
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[bookmark: _Toc458084624][bookmark: _Toc504140614]Figure 6‑25: Select Deactivation Reason screen
[bookmark: _Toc458084540]

[bookmark: _Toc504140518]Confirm Deactivation Request
The VHIC application will ask the user to confirm that they really want to deactivate all of the cards for this Veteran.
Click the [OK] button on the pop up window to continue.
[image: ]
[bookmark: _Toc458084625][bookmark: _Toc504140615]Figure 6‑26: Confirm Deactivation pop-up window
This screen shows that the Card Deactivation was completed successfully.
The selected deactivation reason will be displayed on this screen.
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[bookmark: _Toc458084626][bookmark: _Toc504140616]Figure 6‑27: All Cards Deactivated - Damaged
[bookmark: _Toc458084541]

[bookmark: _Toc504140519]Request a Replacement Card
The VHIC Administrator will have the option to request a replacement card at the end of the card deactivation process in select instances. Since Damaged was the deactivation reason selected, the VHIC Admin is presented with the option to request a new card for the Veteran.
To request a replacement card, click the [Replace a Card] button.
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[bookmark: _Toc458084627][bookmark: _Toc504140617]Figure 6‑28: Replace Card


This will take the user to Step 3: Capture Veteran Image of the card request process.
Click [Next] to reuse the existing photo for this Veteran. Then complete the card request process following the current procedures.
[image: ]
[bookmark: _Toc458084628][bookmark: _Toc504140618]Figure 6‑29: Step 3 Capture Veteran Image screen
[bookmark: _Toc458084542]

[bookmark: _Toc504140520]Verifying Card Deactivation
The VHIC Administrator can verify that all of the cards for that Veteran have been deactivated by looking at the Card History report. To see all of the cards for a Veteran, search by using the Veteran’s Person ID, which was displayed on the last step of the card deactivation process.
[image: ]
[bookmark: _Toc458084629][bookmark: _Toc504140619]Figure 6‑30: Card History Report Query Screen


When looking at the Card History report, the user will see that the Current Card Status has been updated to Deactivated and the Current MVI Status has been updated to Unlinked.
The user will also see the messages for Deactivated and MVI Correlation Unlinked in the Message history section.
The Deactivation Reason field will also be populated with the deactivation reason that was selected during the card deactivation process.
[image: ]
[bookmark: _Toc458084630][bookmark: _Toc504140620]Figure 6‑31: Card History Report – Damaged
[bookmark: _Toc458084543][bookmark: _Toc504140521]Deceased
[bookmark: _Toc458084544][bookmark: _Toc504140522]Accessing Card Deactivation
When the VHIC Administrator logs in to the VHIC application, they are presented with three menu options: Card Request, Reports, and Card Management. The Administrator can click either on the links in the header at the top of the screen or on the icon buttons in the middle of the screen.
To begin the Card Management process, the VHIC Administrator would click on either the Card Management link or the Card Management icon button.
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[bookmark: _Toc458084631][bookmark: _Toc504140621]Figure 6‑32: VHIC Administrator Home screen; click Card Management
[bookmark: _Toc458084545][bookmark: _Toc504140523]Step 1: Enter Search Terms
The first step in the process is to find the Veteran in the system. This is accomplished by entering enough search criteria to trigger a match within Master Veteran Index (MVI). The top of the screen offers guidance regarding the set of traits recommended to ensure the best match is found. These are guidelines and not necessarily the required set of traits that must be entered.

However, for optimal search results, copy the Veteran’s ICN from Toolkit and paste it into the ICN field on this screen.

Other search methods include: 
· The Member ID from the front of the Veteran’s VHIC
· Last Name, First Name, DOB and SSN

[image: Note]NOTE: If using LN/FN/DOB/SSN combination, at a minimum, supply the Veteran's Last Name, plus values from at least two of the other three sections (Person, Address, and Identification).


The more traits entered, the more likely a match will be returned. Additional guidance is also available on-screen by clicking on the blue circle containing a question mark.
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[bookmark: _Toc458084632][bookmark: _Toc504140622]Figure 6‑33: Help icon
This type of help is available throughout the application and will provide additional detail or clarification for that particular step or section.
Once the information has been entered into the required fields, click on [Search] to proceed to the next step.
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[bookmark: _Toc458084633][bookmark: _Toc504140623]Figure 6‑34: Card Deactivation Enter Search Terms screen
[bookmark: _Toc458084546]

[bookmark: _Toc504140524]Step 2: Select Veteran
If the search was successful and a possible match has been found, the results of that search will be displayed on screen. From the list provided (up to 10 matches may be returned), select the appropriate Veteran by clicking on the Veteran’s name which is hyperlinked.
If the correct Veteran is not in the list, click the [Back] button and verify the traits entered are correct. If the traits are correct, try adding additional information to aid in triggering a match.
[image: ]
[bookmark: _Toc458084634][bookmark: _Toc504140624]Figure 6‑35: Card Deactivation Select Veteran screen
[bookmark: _Toc458084547][bookmark: _Toc504140525]Select Deactivation Reason
Once the Administrator has selected the correct Veteran, the next step in the process is to select the reason for deactivating all the VHIC cards for this Veteran. Choose from one of the several deactivation reasons VHIC provides.
Select the Deceased as the reason for deactivating the VHIC cards for this Veteran from the drop down menu.
Click on the [Deactivate] button to continue to the next step.
[image: ]
[bookmark: _Toc458084635][bookmark: _Toc504140625]Figure 6‑36: Select Deactivation Reason screen
[bookmark: _Toc458084548]

[bookmark: _Toc504140526]Confirm Deactivation Request
The VHIC application will ask the user to confirm that they really want to deactivate all of the cards for this Veteran.
Click the [OK] button on the pop up window to continue.
[image: ]
[bookmark: _Toc458084636][bookmark: _Toc504140626]Figure 6‑37: Confirm Deactivation pop-up window


This screen shows that the Card Deactivation was completed successfully.
The selected deactivation reason will be displayed on this screen.
Since Deceased was the deactivation reason selected, the VHIC Admin is not presented with the option to request a new card for the Veteran.
[image: ]
[bookmark: _Toc458084637][bookmark: _Toc504140627]Figure 6‑38: All Cards Deactivated - Deceased
[bookmark: _Toc458084549][bookmark: _Toc504140527]Verifying Card Deactivation
The VHIC Administrator can verify that all of the cards for that Veteran have been deactivated by looking at the Card History report. To see all of the cards for a Veteran, search by using the Veteran’s Person ID, which was displayed on the last step of the card deactivation process.
[image: ]
[bookmark: _Toc458084638][bookmark: _Toc504140628]Figure 6‑39: Card History Report Query Screen


When looking at the Card History report, the user will see that the Current Card Status has been updated to Deactivated and the Current MVI Status has been updated to Unlinked.
The user will also see the messages for Deactivated and MVI Correlation Unlinked in the Message history section.
The Deactivation Reason field will also be populated with the deactivation reason that was selected during the card deactivation process.
[image: ]
[bookmark: _Toc458084639][bookmark: _Toc504140629]Figure 6‑40: Card History Report - Deceased
[bookmark: _Toc458084550][bookmark: _Toc504140528]Identity Theft
[bookmark: _Toc458084551][bookmark: _Toc504140529]Accessing Card Management
When the VHIC Administrator logs in to the VHIC application, they are presented with three menu options: Card Request, Reports, and Card Management. The Administrator can click either on the links in the header at the top of the screen or on the icon buttons in the middle of the screen.
To begin the Card Deactivation process, the VHIC Administrator would click on either the Card Management link or the Card Management icon button.
[image: ]
[bookmark: _Toc458084640][bookmark: _Toc504140630]Figure 6‑41: VHIC Administrator Home screen; click Card Management
[bookmark: _Toc458084552][bookmark: _Toc504140530]Step 1: Enter Search Terms
The first step in the process is to find the Veteran in the system. This is accomplished by entering enough search criteria to trigger a match within Master Veteran Index (MVI). The top of the screen offers guidance regarding the set of traits recommended to ensure the best match is found. These are guidelines and not necessarily the required set of traits that must be entered.
However, for optimal search results, copy the Veteran’s ICN from Toolkit and paste it into the ICN field on this screen.
Other search methods include: 
· The Member ID from the front of the Veteran’s VHIC
· Last Name, First Name, DOB and SSN 

[image: Note]NOTE: If using LN/FN/DOB/SSN combination, at a minimum, supply the Veteran's Last Name, plus values from at least two of the other three sections (Person, Address, and Identification).



The more traits entered, the more likely a match will be returned. Additional guidance is also available on-screen by clicking on the blue circle containing a question mark.
[image: ]
[bookmark: _Toc458084641][bookmark: _Toc504140631]Figure 6‑42: Help icon
This type of help is available throughout the application and will provide additional detail or clarification for that particular step or section.
Once the information has been entered into the required fields, click on [Search] to proceed to the next step.
[image: ]
[bookmark: _Toc458084642][bookmark: _Toc504140632]Figure 6‑43: Card Management Enter Search Terms screen
[bookmark: _Toc458084553]

[bookmark: _Toc504140531]Step 2: Select Veteran
If the search was successful and a possible match has been found, the results of that search will be displayed on screen. From the list provided (up to 10 matches may be returned), select the appropriate Veteran by clicking on the Veteran’s name which is hyperlinked.
If the correct Veteran is not in the list, click the [Back] button and verify the traits entered are correct. If the traits are correct, try adding additional information to aid in triggering a match.
[image: ]
[bookmark: _Toc458084643][bookmark: _Toc504140633]Figure 6‑44: Card Deactivation Select Veteran screen
[bookmark: _Toc458084554][bookmark: _Toc504140532]Select Deactivation Reason
Once the Administrator has selected the correct Veteran, the next step in the process is to select the reason for deactivating all the VHIC cards for this Veteran. Choose from one of the several deactivation reasons VHIC provides.
Select the Identity Theft as the reason for deactivating the VHIC cards for this Veteran from the drop down menu.
Click on the [Deactivate] button to continue to the next step.
[image: ]
[bookmark: _Toc458084644][bookmark: _Toc504140634]Figure 6‑45: Select Deactivation Reason screen
[bookmark: _Toc458084555][bookmark: _Toc504140533]Confirm Deactivation Request
The VHIC application will ask the user to confirm that they really want to deactivate all of the cards for this Veteran.
Click the [OK] button on the pop up window to continue.
[image: ]
[bookmark: _Toc458084645][bookmark: _Toc504140635]Figure 6‑46: Confirm Deactivation pop-up window


This screen shows that the Card Deactivation was completed successfully.
The selected deactivation reason will be displayed on this screen.
Since Identity Theft was the deactivation reason selected, the VHIC Admin is not presented with the option to request a new card for the Veteran.
[image: ]
[bookmark: _Toc458084646][bookmark: _Toc504140636]Figure 6‑47: All Cards Deactivated - Identity Theft
[bookmark: _Toc458084556][bookmark: _Toc504140534]Verifying Card Deactivation
The VHIC Administrator can verify that all of the cards for that Veteran have been deactivated by looking at the Card History report. To see all of the cards for a Veteran, search by using the Veteran’s Person ID, which was displayed on the last step of the card deactivation process.
[image: ]
[bookmark: _Toc458084647][bookmark: _Toc504140637]Figure 6‑48: Card History Report Query Screen


When looking at the Card History report, the user will see that the Current Card Status has been updated to Deactivated and the Current MVI Status has been updated to Unlinked.
The user will also see the messages for Deactivated and MVI Correlation Unlinked in the Message history section.
The Deactivation Reason field will also be populated with the deactivation reason that was selected during the card deactivation process.
[image: ]
[bookmark: _Toc458084648][bookmark: _Toc504140638]Figure 6‑49: Identity Theft
[bookmark: _Toc458084557][bookmark: _Toc504140535]Lost
[bookmark: _Toc458084558][bookmark: _Toc504140536]Accessing Card Deactivation
When the VHIC Administrator logs in to the VHIC application, they are presented with three menu options: Card Request, Reports, and Card Management. The Administrator can click either on the links in the header at the top of the screen or on the icon buttons in the middle of the screen.
To begin the Card Management process, the VHIC Administrator would click on either the Card Management link or the Card Management icon button.
[image: ]
[bookmark: _Toc458084649][bookmark: _Toc504140639]Figure 6‑50: VHIC Administrator Home screen; click Card Management
[bookmark: _Toc458084559][bookmark: _Toc504140537]Step 1: Enter Search Terms
The first step in the process is to find the Veteran in the system. This is accomplished by entering enough search criteria to trigger a match within Master Veteran Index (MVI). The top of the screen offers guidance regarding the set of traits recommended to ensure the best match is found. These are guidelines and not necessarily the required set of traits that must be entered.
However, for optimal search results, copy the Veteran’s ICN from Toolkit and paste it into the ICN field on this screen.
Other search methods include: 
· The Member ID from the front of the Veteran’s VHIC
· Last Name, First Name, DOB and SSN 

[image: Note]NOTE: If using LN/FN/DOB/SSN combination, at a minimum, supply the Veteran's Last Name, plus values from at least two of the other three sections (Person, Address, and Identification).



The more traits entered, the more likely a match will be returned. Additional guidance is also available on-screen by clicking on the blue circle containing a question mark.
[image: ]
[bookmark: _Toc458084650][bookmark: _Toc504140640]Figure 6‑51: Help icon
This type of help is available throughout the application and will provide additional detail or clarification for that particular step or section.
Once the information has been entered into the required fields, click on [Search] to proceed to the next step.
[image: ]
[bookmark: _Toc458084651][bookmark: _Toc504140641]Figure 6‑52: Card Deactivation Enter Search Terms screen
[bookmark: _Toc458084560]

[bookmark: _Toc504140538]Step 2: Select Veteran
If the search was successful and a possible match has been found, the results of that search will be displayed on screen. From the list provided (up to 10 matches may be returned), select the appropriate Veteran by clicking on the Veteran’s name which is hyperlinked.
If the correct Veteran is not in the list, click the [Back] button and verify the traits entered are correct. If the traits are correct, try adding additional information to aid in triggering a match.
[image: ]
[bookmark: _Toc458084652][bookmark: _Toc504140642]Figure 6‑53: Card Deactivation Select Veteran screen
[bookmark: _Toc458084561][bookmark: _Toc504140539]Select Deactivation Reason
Once the Administrator has selected the correct Veteran, the next step in the process is to select the reason for deactivating all the VHIC cards for this Veteran. Choose from one of the several deactivation reasons VHIC provides.
Select the Lost as the reason for deactivating the VHIC cards for this Veteran from the drop down menu.
Click on the [Deactivate] button to continue to the next step.
[image: ]
[bookmark: _Toc458084653][bookmark: _Toc504140643]Figure 6‑54: Select Deactivation Reason screen
[bookmark: _Toc458084562]

[bookmark: _Toc504140540]Confirm Deactivation Request
The VHIC application will ask the user to confirm that they really want to deactivate all of the cards for this Veteran.
Click the [OK] button on the pop up window to continue.
[image: ]
[bookmark: _Toc458084654][bookmark: _Toc504140644]Figure 6‑55: Confirm Deactivation pop-up window


This screen shows that the Card Deactivation was completed successfully.
The selected deactivation reason will be displayed on this screen.
[image: ]
[bookmark: _Toc458084655][bookmark: _Toc504140645]Figure 6‑56: All Cards Deactivated - Lost
[bookmark: _Toc458084563]

[bookmark: _Toc504140541]Request a Replacement Card
The VHIC Administrator will have the option to request a replacement card at the end of the Card Management process in select instances. Since Lost was the deactivation reason selected, the VHIC Admin is presented with the option to request a new card for the Veteran.
To request a replacement card, click the [Replace a Card] button.
[image: ]
[bookmark: _Toc458084656][bookmark: _Toc504140646]Figure 6‑57: Replace Card


This will take the user to Step 3: Capture Veteran Image of the card request process.
Click [Next] to reuse the existing photo for this Veteran. Then complete the card request process following the current procedures.
[image: ]
[bookmark: _Toc458084657][bookmark: _Toc504140647]Figure 6‑58: Step 3 Capture Veteran Image screen
[bookmark: _Toc458084564]

[bookmark: _Toc504140542]Verifying Card Deactivation
The VHIC Administrator can verify that all of the cards for that Veteran have been deactivated by looking at the Card History report. To see all of the cards for a Veteran, search by using the Veteran’s Person ID, which was displayed on the last step of the card deactivation process.
[image: ]
[bookmark: _Toc458084658][bookmark: _Toc504140648]Figure 6‑59: Card History Report Query Screen


When looking at the Card History report, the user will see that the Current Card Status has been updated to Deactivated and the Current MVI Status has been updated to Unlinked.
The user will also see the messages for Deactivated and MVI Correlation Unlinked in the Message history section.
The Deactivation Reason field will also be populated with the deactivation reason that was selected during the card deactivation process.
[image: ]
[bookmark: _Toc458084659][bookmark: _Toc504140649]Figure 6‑60: Card History Report - Lost
[bookmark: _Toc458084565][bookmark: _Toc504140543]Other
[bookmark: _Toc458084566][bookmark: _Toc504140544]Accessing Card Deactivation
When the VHIC Administrator logs in to the VHIC application, they are presented with three menu options: Card Request, Reports, and Card Management. The Administrator can click either on the links in the header at the top of the screen or on the icon buttons in the middle of the screen.
To begin the Card Management process, the VHIC Administrator would click on either the Card Management link or the Card Management icon button.
[image: ]
[bookmark: _Toc458084660][bookmark: _Toc504140650]Figure 6‑61: VHIC Administrator Home screen; click Card Management
[bookmark: _Toc458084567][bookmark: _Toc504140545]Step 1: Enter Search Terms
The first step in the process is to find the Veteran in the system. This is accomplished by entering enough search criteria to trigger a match within Master Veteran Index (MVI). The top of the screen offers guidance regarding the set of traits recommended to ensure the best match is found. These are guidelines and not necessarily the required set of traits that must be entered.
However, for optimal search results, copy the Veteran’s ICN from Toolkit and paste it into the ICN field on this screen.
Other search methods include:
· The Member ID from the front of the Veteran’s VHIC
· Last Name, First Name, DOB and SSN

[image: Note]NOTE: If using LN/FN/DOB/SSN combination, at a minimum, supply the Veteran's Last Name, plus values from at least two of the other three sections (Person, Address, and Identification).



The more traits entered, the more likely a match will be returned. Additional guidance is also available on-screen by clicking on the blue circle containing a question mark.
[image: ]
[bookmark: _Toc458084661][bookmark: _Toc504140651]Figure 6‑62: Help icon
This type of help is available throughout the application and will provide additional detail or clarification for that particular step or section.
Once the information has been entered into the required fields, click on [Search] to proceed to the next step.
[image: ]
[bookmark: _Toc458084662][bookmark: _Toc504140652]Figure 6‑63: Card Deactivation Enter Search Terms screen
[bookmark: _Toc458084568]

[bookmark: _Toc504140546]Step 2: Select Veteran
If the search was successful and a possible match has been found, the results of that search will be displayed on screen. From the list provided (up to 10 matches may be returned), select the appropriate Veteran by clicking on the Veteran’s name which is hyperlinked.
If the correct Veteran is not in the list, click the [Back] button and verify the traits entered are correct. If the traits are correct, try adding additional information to aid in triggering a match.
[image: ]
[bookmark: _Toc458084663][bookmark: _Toc504140653]Figure 6‑64: Card Deactivation Select Veteran screen
[bookmark: _Toc458084569]

[bookmark: _Toc504140547]Select Deactivation Reason
Once the Administrator has selected the correct Veteran, the next step in the process is to select the reason for deactivating all the VHIC cards for this Veteran. Choose from one of the several deactivation reasons VHIC provides.
Select Other as the reason for deactivating the VHIC cards for this Veteran from the drop down menu and enter the details as to why the cards for this Veteran need deactivated using up to 50 characters.
Click on the [Deactivate] button to continue to the next step.
[image: ]
[bookmark: _Toc458084664][bookmark: _Toc504140654]Figure 6‑65: Select Deactivation Reason screen
[bookmark: _Toc458084570]

[bookmark: _Toc504140548]Confirm Deactivation Request
The VHIC application will ask the user to confirm that they really want to deactivate all of the cards for this Veteran.
Click the [OK] button on the pop up window to continue.
[image: ]
[bookmark: _Toc458084665][bookmark: _Toc504140655]Figure 6‑66: Confirm Deactivation pop-up window


This screen shows that the Card Deactivation was completed successfully.
The selected deactivation reason will be displayed on this screen.
Since Other was the deactivation reason selected, the VHIC Admin is not presented with the option to request a new card for the Veteran.
[image: ]
[bookmark: _Toc458084666][bookmark: _Toc504140656]Figure 6‑67: All Cards Deactivated - Other
[bookmark: _Toc458084571][bookmark: _Toc504140549]Verifying Card Deactivation
The VHIC Administrator can verify that all of the cards for that Veteran have been deactivated by looking at the Card History report. To see all of the cards for a Veteran, search by using the Veteran’s Person ID, which was displayed on the last step of the card deactivation process.
[image: ]
[bookmark: _Toc458084667][bookmark: _Toc504140657]Figure 6‑68: Card History Report Query Screen


When looking at the Card History report, the user will see that the Current Card Status has been updated to Deactivated and the Current MVI Status has been updated to Unlinked.
The user will also see the messages for Deactivated and MVI Correlation Unlinked in the Message history section.
The Deactivation Reason field will also be populated with the deactivation reason that was selected during the card deactivation process.
[image: ]
[bookmark: _Toc458084668][bookmark: _Toc504140658]Figure 6‑69: Card History Report - Other
[bookmark: _Toc458084572][bookmark: _Toc504140550]Stolen
[bookmark: _Toc458084573][bookmark: _Toc504140551]Accessing Card Deactivation
When the VHIC Administrator logs in to the VHIC application, they are presented with three menu options: Card Request, Reports, and Card Management. The Administrator can click either on the links in the header at the top of the screen or on the icon buttons in the middle of the screen.
To begin the Card Management process, the VHIC Administrator would click on either the Card Management link or the Card Management icon button.
[image: ]
[bookmark: _Toc458084669][bookmark: _Toc504140659]Figure 6‑70: VHIC Administrator Home screen; click Card Deactivation
[bookmark: _Toc458084574][bookmark: _Toc504140552]Step 1: Enter Search Terms
The first step in the process is to find the Veteran in the system. This is accomplished by entering enough search criteria to trigger a match within Master Veteran Index (MVI). The top of the screen offers guidance regarding the set of traits recommended to ensure the best match is found. These are guidelines and not necessarily the required set of traits that must be entered.
However, for optimal search results, copy the Veteran’s ICN from Toolkit and paste it into the ICN field on this screen.
Other search methods include: 
· The Member ID from the front of the Veteran’s VHIC
· Last Name, First Name, DOB and SSN

[image: Note]NOTE: If using LN/FN/DOB/SSN combination, at a minimum, supply the Veteran's Last Name, plus values from at least two of the other three sections (Person, Address, and Identification).



The more traits entered, the more likely a match will be returned. Additional guidance is also available on-screen by clicking on the blue circle containing a question mark.
[image: ]
[bookmark: _Toc458084670][bookmark: _Toc504140660]Figure 6‑71: Help icon
This type of help is available throughout the application and will provide additional detail or clarification for that particular step or section.
Once the information has been entered into the required fields, click on [Search] to proceed to the next step.
[image: ]
[bookmark: _Toc458084671][bookmark: _Toc504140661]Figure 6‑72: Card Deactivation Enter Search Terms screen
[bookmark: _Toc458084575]

[bookmark: _Toc504140553]Step 2: Select Veteran
If the search was successful and a possible match has been found, the results of that search will be displayed on screen. From the list provided (up to 10 matches may be returned), select the appropriate Veteran by clicking on the Veteran’s name which is hyperlinked.
If the correct Veteran is not in the list, click the [Back] button and verify the traits entered are correct. If the traits are correct, try adding additional information to aid in triggering a match.
[image: ]
[bookmark: _Toc458084672][bookmark: _Toc504140662]Figure 6‑73: Card Deactivation Select Veteran screen
[bookmark: _Toc458084576]

[bookmark: _Toc504140554]Select Deactivation Reason
Once the Administrator has selected the correct Veteran, the next step in the process is to select the reason for deactivating all the VHIC cards for this Veteran. Choose from one of the several deactivation reasons VHIC provides.
Select Stolen as the reason for deactivating the VHIC cards for this Veteran from the drop down menu.
Click on the [Deactivate] button to continue to the next step.
[image: ]
[bookmark: _Toc458084673][bookmark: _Toc504140663]Figure 6‑74: Select Deactivation Reason screen
[bookmark: _Toc458084577]

[bookmark: _Toc504140555]Confirm Deactivation Request
The VHIC application will ask the user to confirm that they really want to deactivate all of the cards for this Veteran.
Click the [OK] button on the pop up window to continue.
[image: ]
[bookmark: _Toc458084674][bookmark: _Toc504140664]Figure 6‑75: Confirm Deactivation pop-up window
This screen shows that the Card Management was completed successfully.
The selected deactivation reason will be displayed on this screen.
[image: ]
[bookmark: _Toc458084675][bookmark: _Toc504140665]Figure 6‑76: All Cards Deactivated - Stolen
[bookmark: _Toc458084578]

[bookmark: _Toc504140556]Request a Replacement Card
The VHIC Administrator will have the option to request a replacement card at the end of the card deactivation process in select instances. Since Stolen was the deactivation reason selected, the VHIC Admin is presented with the option to request a new card for the Veteran.
To request a replacement card, click the [Replace a Card] button.
[image: ]
[bookmark: _Toc458084676][bookmark: _Toc504140666]Figure 6‑77: Replace Card


This will take the user to Step 3: Capture Veteran Image of the card request process.
Click [Next] to reuse the existing photo for this Veteran. Then complete the card request process following the current procedures.
[image: ]
[bookmark: _Toc458084677][bookmark: _Toc504140667]Figure 6‑78: Step 3 Capture Veteran Image screen
[bookmark: _Toc458084579]

[bookmark: _Toc504140557]Verifying Card Deactivation
The VHIC Administrator can verify that all of the cards for that Veteran have been deactivated by looking at the Card History report. To see all of the cards for a Veteran, search by using the Veteran’s Person ID, which was displayed on the last step of the card deactivation process.
[image: ]
[bookmark: _Toc458084678][bookmark: _Toc504140668]Figure 6‑79: Card History Report Query Screen


When looking at the Card History report, the user will see that the Current Card Status has been updated to Deactivated and the Current MVI Status has been updated to Unlinked.
The user will also see the messages for Deactivated and MVI Correlation Unlinked in the Message history section.
The Deactivation Reason field will also be populated with the deactivation reason that was selected during the card deactivation process.
[image: ]
[bookmark: _Toc458084679][bookmark: _Toc504140669]Figure 6‑80: Card History Report - Stolen
[bookmark: _Toc458084580]

[bookmark: _Toc504140558]Card Receiving
[bookmark: _Toc504140690]Table 4: Who can receive a card?
	At a Glance…
	

	Who can receive a card? 
	Administrator, Tech Admin (Tier 3)


Per SOP, the proper disposal of undelivered Veteran Health Identification Cards (VHICs) , Veteran Identification Cards (VICs), Personal Identity Verification (PIV) cards, and other personal items that are returned to the Health Eligibility Center (HEC) require both receiving and destructions logs which will be maintained for six years from the date of document creation, or last effective date, whichever is later.
This section will walk the VHIC Administrator through the process of logging VHIC cards received at the HEC.
[bookmark: _Toc504140559]Cards Received
[bookmark: _Toc504140560]Accessing Cards Received Screen
When the VHIC Administrator logs in to the VHIC application, they are presented with three menu options: Card Request, Reports, and Card Management. The Administrator can click either on the links in the header at the top of the screen or on the icon buttons in the middle of the screen.
To begin the Card Management process, the VHIC Administrator would click on either the Card Management link or the Card Management icon button.
[image: ]
[bookmark: _Toc504140670]Figure 7‑1: VHIC Administrator Home screen; click Card Management


The Card Management button will automatically take you to the Card Deactivation Tab. You will need to select Card Receiving by clicking on the Receiving Tab at the top of the page.
[image: ]
[bookmark: _Toc504140671]Figure 7‑2: Select Card Receiving Tab

[image: ]
[bookmark: _Toc504140672]Figure 7‑3: Card Received Screen
[bookmark: _Toc504140561]Step 1: Enter Search Terms
The first step in the process is to find the VHIC Card in the system. For optimal results, this is accomplished by scanning the barcode into the system. Once the barcode is captured, click the Scan button, and the Card ID will populate.
[image: ]
[bookmark: _Toc504140673]Figure 7‑4: Card Scanned into system, Card ID populates


Other search methods include:
· The Member ID from the front of the Veteran’s VHIC
· Last Name, First Name, DOB and SSN

[image: Note]NOTE: If using LN/FN/DOB/SSN combination, at a minimum, supply the Veteran's Last Name, plus values from at least two of the other three sections (Person, Address, and Identification).

[image: ]
[bookmark: _Toc504140674]Figure 7‑5: Search by Member ID
[image: ]
[bookmark: _Toc504140675]Figure 7‑6: Search by Veteran Name/SSN

Additional guidance is also available on-screen by clicking on the blue circle containing a question mark.
[image: ]
[bookmark: _Toc504140676]Figure 7‑7: Help icon
This type of help is available throughout the application and will provide additional detail or clarification for that particular step or section.
Once the information has been entered into the required fields, click on [Search] to proceed to the next step.


[bookmark: _Toc504140562]Step 2: Card Verification
After search is completed, the system will display the details of the VHIC card scanned. Verify that all information displayed is correct prior to clicking submit.
[image: ]
[bookmark: _Toc504140677]Figure 7‑8: VHIC Card details displayed
Submitting the card information will update the status of the VHIC card and log it into the system as having been received.
[image: ]
[bookmark: _Toc504140678]Figure 7‑9: Card status updated - Pending Destruction


Selecting the Swipe/Scan Another button at the bottom of the screen will bring you back to the Receiving search page.
[image: ]
[bookmark: _Toc504140679]Figure 7‑10: Receiving Search Page


[bookmark: _Toc499980793][bookmark: _Toc501124072][bookmark: _Toc501459971][bookmark: _Toc504140563]Card Destruction
[bookmark: _Toc504140691]Table 5. Who can destroy a card?
	At a Glance…
	

	Who can destroy a card? 
	Administrator, Tech Admin (Tier 3)


Per SOP, the proper disposal of undelivered Veteran Health Identification Cards (VHICs) , Veteran Identification Cards (VICs), Personal Identity Verification (PIV) cards, and other personal items that are returned to the Health Eligibility Center (HEC) require both receiving and destructions logs which will be maintained for six years from the date of document creation, or last effective date, whichever is later.
This section will walk the VHIC Administrator through the process of destroying VHIC cards received at the HEC. The system will track all VHIC cards received and destroyed, and the logs can be viewed by running the appropriate reports.
[bookmark: _Toc504140564]Card Destruction
[bookmark: _Toc504140565]Accessing Card Destruction Screen
When the VHIC Administrator logs in to the VHIC application, they are presented with three menu options: Card Request, Reports, and Card Management. The Administrator can click either on the links in the header at the top of the screen or on the icon buttons in the middle of the screen.
To begin the Card Management process, the VHIC Administrator would click on either the Card Management link or the Card Management icon button.
[image: ]
[bookmark: _Toc504140680]Figure 8‑1: VHIC Administrator Home screen; click Card Management
The Card Management button will automatically take you to the Card Deactivation Tab. You will need to select Card Destruction by clicking on the Destruction Tab at the top of the page.
[image: ]
[bookmark: _Toc504140681]Figure 8‑2: Select Card Destruction Tab

[image: ]
[bookmark: _Toc504140682]Figure 8‑3: Card Destruction Screen
[bookmark: _Toc504140566]Step 1: Select Cards for Destruction
The Card Destruction screen shows a table of cards received, logged, and ready for destruction. The table indicates the Received Date and Number of Cards Received, allowing for batch destruction as needed. Note: To view details of cards received, you will need to run the Card Destruction Report see Veteran Health Identification Card (VHIC 4.8) User Guide - Volume 2 – Reports. Select cards for destruction by clicking on the appropriate link found under Received Date.
[image: ]
[bookmark: _Toc504140683]Figure 8‑4: Select Cards by Received Date for Destruction


[bookmark: _Toc504140567]Select Date of Destruction
Once the Received Date has been selected, you will be directed to a new screen for entering the date of destruction. The Date Destroyed will be populated with the current date by default. To provide a different date, you may enter it manually, or select it from the calendar dropdown. You will then click the Submit button.
[image: ]
[bookmark: _Toc504140684]Figure 8‑5: Select Date of Destruction
After Clicking submit, a pop up message will appear to confirm destruction of the selected cards.
[image: ]
[bookmark: _Toc504140685]Figure 8‑6: Card Destruction Confirmation Message


[bookmark: _Toc504140568]Card Destruction Status Displayed
Submitting the Card Destruction Date will update the status of the VHIC card(s) and log it into the system as having been destroyed. You will have the options of either exiting the Status Screen , or clicking the Destroy Another button to return to the main Card Destruction screen.
[image: ]
[bookmark: _Toc504140686]Figure 8‑7: Card Destruction Status
[bookmark: _Reports][bookmark: _Toc504140569]Reports
A comprehensive walkthrough of all of the different reports that are available to VHIC users and the types of metrics that can be obtained, as well as an explanation of the user role permissions for accessing the reports are included in the Veteran Health Identity Card (VHIC 4.8) User Guide - Volume 2 - Reports document.
[bookmark: _Toc490656379][bookmark: _Toc458084581][bookmark: _Toc504140570]Troubleshooting

For a through set of troubleshooting guidelines, please refer to the Veteran Health Identification Card (VHIC 4.8) User Guide - Volume 4 - Troubleshooting document.
[bookmark: _Toc458084582][bookmark: _Toc504140571]Appendix A: VHIC Roles
	 
	
	
	VHIC Role

	Function/Report Title
	Navigation
	Selected Status from Drop Down Menu
	Administrator
	Technical Administrator Tier 3
	Supervisor
	Associate
	Auditor
	Read-Only User

	CARD REQUESTS

	   Request Cards
	(Card Requests icon on Home Screen/ Card Requests link in top Navigation Bar)
	N/A
	X
	X
	X
	X
	 
	 

	   Deactivate Cards
	(Card Management icon on Home Screen/ Card Management link in top Navigation Bar)
	N/A
	X
	X
	 
	 
	 
	 

	REPORTS

	Veteran (Direct Search) 
	(Reports icon on Home Screen/ Reports link in top Navigation Bar)
	 

	Basic (no national option)

	Veteran Detail Report
	Default view for Reports
	N/A
	X
	X
	X
	X
	X
	X

	Card Request Totals 
	(Card menu tab - Request Totals sub-menu tab) 
	 

	National

	VHIC Card Request Totals
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Card Request Totals
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	X

	Facility

	VHIC Card Request Totals
	Click Facility ration button
	N/A
	X
	X
	X
	X
	X
	X

	Card Status - MVI Status Report 
	(Card menu tab - Status sub-menu tab - MVI Status radio button)
	 

	National

	VHIC MVI Status National Report
	Click National Checkbox
	Active
	X
	X
	 
	 
	X
	 

	 
	 
	Not Correlated
	X
	X
	 
	 
	X
	 

	 
	 
	Rejected
	X
	X
	 
	 
	X
	 

	 
	 
	Unlinked
	X
	X
	 
	 
	X
	 

	VISN

	VHIC MVI Status Summary Report 
	Click VISN radio button
	Active
	X
	X
	 
	 
	X
	 

	 
	 
	Not Correlated
	X
	X
	 
	 
	X
	 

	 
	 
	Rejected
	X
	X
	 
	 
	X
	 

	 
	 
	Unlinked
	X
	X
	 
	 
	X
	 

	Facility

	VHIC MVI Status Summary Report 
	Click Facility ration button
	Active
	X
	X
	X
	X
	X
	 

	 
	 
	Not Correlated
	X
	X
	X
	X
	X
	 

	 
	 
	Rejected
	X
	X
	X
	X
	X
	 

	 
	 
	Unlinked
	X
	X
	X
	X
	X
	 

	Facility Detail

	VHIC MVI Status Detail Report
	Click on the Facility Number
	Active
	X
	X
	X
	X
	X
	 

	 
	 
	Not Correlated
	X
	X
	X
	X
	X
	 

	 
	 
	Rejected
	X
	X
	X
	X
	X
	 

	 
	 
	Unlinked
	X
	X
	X
	X
	X
	 

	
	
	
	
	
	
	
	
	

	Card Status - Card Status Report 
	(Card menu tab - Status sub-menu tab - Card Status radio button)
	 

	National

	VHIC Card Status National Report
	Click National Checkbox
	Replaced
	X
	X
	 
	 
	X
	 

	 
	 
	Deactivated
	X
	X
	 
	 
	X
	 

	 
	 
	Expired
	X
	X
	 
	 
	X
	 

	 
	 
	On Hold
	X
	X
	 
	 
	X
	 

	 
	 
	Pending
	X
	X
	 
	 
	X
	 

	 
	 
	Requested
	X
	X
	 
	 
	X
	 

	 
	 
	Defunct
	X
	X
	 
	 
	X
	 

	
	
	Pending Destruction
	X
	X
	
	
	X
	

	
	
	Destroyed
	X
	X
	
	
	X
	

	VISN

	VHIC Card Status Summary Report 
	Click VISN radio button
	Replaced
	X
	X
	 
	 
	X
	 

	 
	 
	Deactivated
	X
	X
	 
	 
	X
	 

	 
	 
	Expired
	X
	X
	 
	 
	X
	 

	 
	 
	On Hold
	X
	X
	 
	 
	X
	 

	 
	 
	Pending
	X
	X
	 
	 
	X
	 

	 
	 
	Requested
	X
	X
	 
	 
	X
	 

	 
	 
	Defunct
	X
	X
	 
	 
	X
	 

	
	
	Pending Destruction
	X
	X
	
	
	X
	

	
	
	Destroyed
	X
	X
	
	
	X
	

	Facility

	VHIC Card Status Summary Report 
	Click Facility ration button
	Replaced
	X
	X
	X
	X
	X
	 

	 
	 
	Deactivated
	X
	X
	X
	X
	X
	 

	 
	 
	Expired
	X
	X
	X
	X
	X
	 

	 
	 
	On Hold
	X
	X
	X
	X
	X
	 

	 
	 
	Pending
	X
	X
	X
	X
	X
	 

	 
	 
	Requested
	X
	X
	X
	X
	X
	 

	 
	 
	Defunct
	X
	X
	X
	X
	X
	 

	
	
	Pending Destruction
	X
	X
	X
	X
	X
	

	
	
	Destroyed
	X
	X
	X
	X
	X
	

	Facility Detail

	VHIC Card Status Detail Report
	Click on the Facility Number
	Replaced
	X
	X
	X
	X
	X
	 

	 
	 
	Deactivated
	X
	X
	X
	X
	X
	 

	 
	 
	Expired
	X
	X
	X
	X
	X
	 

	 
	 
	On Hold
	X
	X
	X
	X
	X
	 

	 
	 
	Pending
	X
	X
	X
	X
	X
	 

	 
	 
	Requested
	X
	X
	X
	X
	X
	 

	 
	 
	Defunct
	X
	X
	X
	X
	X
	 

	
	
	Pending Destruction
	X
	X
	X
	X
	X
	

	
	
	Destroyed
	X
	X
	X
	X
	X
	

	Card Status - Print Release Status Report 
	(Card menu tab - Status sub-menu tab - Print Status radio button)
	 

	National

	VHIC Print Status National Report
	Click National Checkbox
	Cancelled
	X
	X
	 
	 
	X
	 

	 
	 
	Error
	X
	X
	 
	 
	X
	 

	 
	 
	Mailed
	X
	X
	 
	 
	X
	 

	 
	 
	Not Started
	X
	X
	 
	 
	X
	 

	 
	 
	Pending
	X
	X
	 
	 
	X
	 

	 
	 
	Received
	X
	X
	 
	 
	X
	 

	 
	 
	Rejected
	X
	X
	 
	 
	X
	 

	 
	 
	Sent
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Print Status Detail Report
	Click VISN radio button
	Cancelled
	X
	X
	 
	 
	X
	 

	 
	 
	Error
	X
	X
	 
	 
	X
	 

	 
	 
	Mailed
	X
	X
	 
	 
	X
	 

	 
	 
	Not Started
	X
	X
	 
	 
	X
	 

	 
	 
	Pending
	X
	X
	 
	 
	X
	 

	 
	 
	Received
	X
	X
	 
	 
	X
	 

	 
	 
	Rejected
	X
	X
	 
	 
	X
	 

	 
	 
	Sent
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Print Status Detail Report
	Click Facility ration button
	Cancelled
	X
	X
	X
	X
	X
	 

	 
	 
	Error
	X
	X
	X
	X
	X
	 

	 
	 
	Mailed
	X
	X
	X
	X
	X
	 

	 
	 
	Not Started
	X
	X
	X
	X
	X
	 

	 
	 
	Pending
	X
	X
	X
	X
	X
	 

	 
	 
	Received
	X
	X
	X
	X
	X
	 

	 
	 
	Rejected
	X
	X
	X
	X
	X
	 

	 
	 
	Sent
	X
	X
	X
	X
	X
	 

	Facility Detail

	VHIC Print Status Detail Report
	Click on the Facility Number
	Cancelled
	X
	X
	X
	X
	X
	 

	 
	 
	Error
	X
	X
	X
	X
	X
	 

	 
	 
	Mailed
	X
	X
	X
	X
	X
	 

	 
	 
	Not Started
	X
	X
	X
	X
	X
	 

	 
	 
	Pending
	X
	X
	X
	X
	X
	 

	 
	 
	Received
	X
	X
	X
	X
	X
	 

	 
	 
	Rejected
	X
	X
	X
	X
	X
	 

	 
	 
	Sent
	X
	X
	X
	X
	X
	 

	Card Request Progress  
	(Card menu tab - Request Progress sub-menu tab)
	 

	National

	VHIC Card Request Progress National Summary Report
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Card Request Progress VISN Summary Report
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Card Request Progress Facility Summary Report
	Click Facility ration button
	N/A
	X
	X
	X
	X
	X
	 

	Facility Detail

	VHIC Card Request Progress Facility Detail Report
	Click on the Facility Number
	N/A
	X
	X
	X
	X
	X
	 

	Multiple Requests
	(Card menu tab - Multiple Requests sub-menu tab)
	 

	Cards Requested
	 
	(Cards Requested radio button)
	 
	 
	 
	 
	 
	 
	 

	National

	VHIC Summary Report for Number of Cards Requested
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Summary Report for Number of Cards Requested
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Detailed Report for Number of Cards Requested
	Click Facility ration button
	N/A
	X
	X
	X
	X
	X
	 

	Facility Detail

	VHIC Facility Detail Report for Number of Cards Requested
	Click on the Facility Number
	N/A
	X
	X
	X
	X
	X
	 

	Cards Mailed
	 
	(Cards Mailed radio button)
	 
	 
	 
	 
	 
	 
	 

	National

	VHIC Summary Report for Number of Cards Requested
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Summary Report for Number of Cards Requested
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Detailed Report for Number of Cards Mailed
	Click Facility ration button
	N/A
	X
	X
	X
	X
	X
	 

	Facility Detail

	VHIC Facility Detail Report for Number of Cards Mailed
	Click on the Facility Number
	N/A
	X
	X
	X
	X
	X
	 

	Card History 
	(Card menu tab - History sub-menu tab)
	 

	Card ID

	VHIC Card History
	Enter Veteran's Card ID in the Card ID field
	N/A
	X
	X
	X
	X
	X
	X

	Person ID

	VHIC Card History
	Enter Veteran's Person ID in the Person ID field
	N/A
	X
	X
	X
	X
	X
	X

	Expiration 
	(Card menu tab - Expiration sub-menu tab)
	 

	National

	VHIC Card Expiration Summary Report
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Card Expiration Summary Report
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Card Expiration Site Report
	Click Facility ration button
	N/A
	X
	X
	X
	X
	X
	 

	Facility Detail

	VHIC Card Expiration Detail Report
	Click on the Facility Number
	N/A
	X
	X
	X
	X
	X
	 

	Replacement 
	(Card menu tab - Replacement sub-menu tab)
	 

	National

	VHIC Card Replacement Summary Report
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Card Replacement Summary Report
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Card Replacement Facility Report
	Click Facility ration button
	N/A
	X
	X
	X
	X
	X
	 

	Facility Sub-Reason Summary

	VHIC Card Replacement Facility Subreason Report
	Click # of Cards Replaced
	N/A
	X
	X
	X
	X
	X
	 

	Facility Sub-Reason Detail

	VHIC Card Replacement Facility Subreason Detail
	Click # of Cards Replaced
	N/A
	X
	X
	X
	X
	X
	 

	On Hold
	(Card menu tab - On-Hold sub-menu tab)
	 

	National

	VHIC On Hold Card Status National Summary Report
	Click National Checkbox
	Not Proofed
	X
	X
	 
	 
	X
	 

	 
	 
	Eligibility Pending
	X
	X
	 
	 
	X
	 

	 
	 
	Enrollment Services Unavailable
	X
	X
	 
	 
	X
	 

	 
	 
	Bad Data
	X
	X
	 
	 
	X
	 

	 
	 
	All
	X
	X
	 
	 
	X
	 

	VISN

	VHIC On Hold Card  Status VISN Summary Report
	Click VISN radio button
	Not Proofed
	X
	X
	 
	 
	X
	 

	 
	 
	Eligibility Pending
	X
	X
	 
	 
	X
	 

	 
	 
	Enrollment Services Unavailable
	X
	X
	 
	 
	X
	 

	 
	 
	Bad Data
	X
	X
	 
	 
	X
	 

	 
	 
	All
	X
	X
	 
	 
	X
	 

	Facility

	VHIC On Hold Card Status Facility Summary Report
	Click Facility ration button
	Not Proofed
	X
	X
	X
	X
	X
	 

	 
	 
	Eligibility Pending
	X
	X
	X
	X
	X
	 

	 
	 
	Enrollment Services Unavailable
	X
	X
	X
	X
	X
	 

	 
	 
	Bad Data
	X
	X
	X
	X
	X
	 

	 
	 
	All
	X
	X
	X
	X
	X
	 

	Facility Detail

	VHIC On Hold Card Status Facility Detail Report
	Click on Facility #
	Not Proofed
	X
	X
	X
	X
	X
	 

	 
	 
	Eligibility Pending
	X
	X
	X
	X
	X
	 

	 
	 
	Enrollment Services Unavailable
	X
	X
	X
	X
	X
	 

	 
	 
	Bad Data
	X
	X
	X
	X
	X
	 

	 
	 
	All
	X
	X
	X
	X
	X
	 

	Card Destruction
	(Card menu tab – Destruction sub-menu tab)
	 

	Pending Destruction
	(Pending Destruction radio button)
	
	
	
	
	
	
	

	Basic (no national option)
	
	
	
	
	
	
	
	

	VHIC Card Destruction Report – Pending Destruction
	Select Status and Date Range
	All
	X
	X
	 
	 
	X
	 

	
	
	Legacy
	X
	X
	
	
	X
	

	
	
	Mass Reissuance
	X
	X
	
	
	X
	

	
	
	VHIC
	X
	X
	
	
	X
	

	Destroyed
	(Destroyed radio button)
	 
	 
	 
	 
	 
	 
	 

	Basic (no national option)
	
	
	
	
	
	
	
	

	VHIC Card Destruction Report – Destroyed
	Select Status and Date Range
	All
	X
	X
	 
	 
	X
	 

	
	
	Legacy
	X
	X
	
	
	X
	

	
	
	Mass Reissuance
	X
	X
	
	
	X
	

	
	
	VHIC
	X
	X
	
	
	X
	

	Print Services Processing
	(Print Services menu tab - Processing sub-menu tab)
	 

	National

	VHIC Batch File Processing Status National Report 
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Batch File Processing Status Summary Report
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Batch File Processing Status Summary Report
	Click Facility ration button
	N/A
	X
	X
	X
	X
	X
	 

	Facility Detail

	VHIC Batch File Processing Status Detail Report 
	Click on the Facility Code
	N/A
	X
	X
	X
	X
	X
	 

	Print Error 
	(Print Services menu tab - Error sub-menu tab)
	 

	Pending Not Sent
	 
	(Pending Not Sent radio button)
	 
	 
	 
	 
	 
	 
	 

	National

	VHIC Batch File Processing Error Status Summary Report – National
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Batch File Processing Error Status Summary Report - VISN
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Batch File Processing Error Status Summary Report - Facility
	Click Facility ration button
	N/A
	X
	X
	X
	 
	X
	 

	Facility Detail

	VHIC Batch File Processing Error Detail Report - Pending Not Sent
	Click on the Facility Number
	N/A
	X
	X
	X
	 
	X
	 

	Sent Not Acknowledged
	 
	(Sent Not Acknowledged radio button)
	 
	 
	 
	 
	 
	 
	 

	National

	VHIC Batch File Processing Error Status Summary Report – National
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Batch File Processing Error Status Summary Report - VISN
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Batch File Processing Error Status Summary Report - Facility
	Click Facility ration button
	N/A
	X
	X
	X
	 
	X
	 

	Facility Detail

	VHIC Batch File Processing Error Detail Report - Not Acknowledged
	Click on the Facility Number
	N/A
	X
	X
	X
	 
	X
	 

	Acknowledged Not Confirmed 
	(Acknowledged Not Confirmed radio button)
	 
	 
	 
	 
	 
	 
	 

	National

	VHIC Batch File Processing Error Status Summary Report – National
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Batch File Processing Error Status Summary Report - VISN
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Batch File Processing Error Status Summary Report - Facility
	Click Facility ration button
	N/A
	X
	X
	X
	 
	X
	 

	Facility Detail

	VHIC Batch File Processing Error Detail Report - Acknowledged Not Confirmed
	Click on the Facility Number
	N/A
	X
	X
	X
	 
	X
	 

	Cards printed without Member ID 
	(Print Services menu tab - No Member ID sub-menu tab)
	 

	National

	VHIC Cards Printed Without Member ID Report
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Cards Printed Without Member ID Report
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Cards Printed Without Member ID Report
	Click Facility ration button
	N/A
	X
	X
	X
	X
	X
	 

	Auditing
	 
	(Auditing menu tab)
	 

	Basic (no national option)

	VHIC Auditing Report
	Default view for Auditing menu tab
	N/A
	X
	X
	X
	 
	X
	 

	Card Requests by User
	(Auditing menu tab – Card Requests sub-menu tab)
	 

	Card Requests by User
	
	
	
	
	
	
	
	

	National

	VHIC Card Requests by User National Summary Report
	Click National Checkbox
	N/A
	X
	X
	 
	 
	X
	 

	VISN

	VHIC Card Requests by User VISN Summary Report
	Click VISN radio button
	N/A
	X
	X
	 
	 
	X
	 

	Facility

	VHIC Card Requests by User Facility Summary Report
	Click Facility ration button
	N/A
	X
	X
	X
	 
	X
	 

	User Detail

	VHIC Card Requests by User Detail Report
	Click on the User ID
	N/A
	X
	X
	X
	 
	X
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