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1. Introduction
1.1. 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 a Veteran Health Identification Card request using the VHIC application.

1.2. Document Orientation
1.21. Organization of the Manual

This User Guide is divided into sections to allow you to quickly obtain the information you need.

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.

The second and third sections will walk the user through the Roles and Requirements needed to
access the VHIC application, as well as some general guidelines on using the VHIC application.

The fourth section will give the user step-by-step details of how to complete the Identity
Proofing process 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 ToolKkit.

The fifth section explains the process involved with creating a VHIC Card Request for a Veteran.
A step-by-step process will navigate the VHIC Clerk through the screens in the VHIC
application. Once all of the required information has been provided, the final step in the process
will allow a VHIC request to be submitted for processing.

Each day, these card requests are transmitted from the VHIC system to a vendor to print and mail
the cards to the Veterans, the preferred facility, or the requesting facility. Typically, the cards are
received in 7-10 business days from date of request. To ensure the VHIC is received at the
appropriate address, the VHIC Clerk must verify that the correct address is used, and the Print
Vendor verifies that the address is valid. If the U.S. Postal Service cannot deliver the card, it is
returned to the requesting facility.

The last three sections provide references on where to find information on Reporting, Card
Deactivation, and Troubleshooting.

1.2.2. Assumptions
This guide has been written with the following assumed experience/skills of the audience:
e User has basic knowledge of the operating system (such as the use of commands, menu
options, and navigation tools).
e User has been provided the appropriate active roles required for the VHIC application.

e User is using Google Chrome or Microsoft Edge to do their job of either Creating a
VHIC Card Request, Running Reports, or Managing VHICs depending on user roles.
e User has validated access to the VHIC application.
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e User has completed any prerequisite training.

1.2.3. Disclaimers
1.2.3.1. 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.

1.2.3.2. 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.

1.2.4. Documentation Conventions
This manual uses several methods to highlight different aspects of the material:

e Descriptive text is presented in a proportional font (as represented by this font).

e “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).

e Links to cross referenced sections and screenshots will be shown in italic font (such as
this)

e User's responses to online prompts (e.g., manual entry, taps, clicks, etc.) will be
[boldface] type and enclosed in brackets.

1.3. Enterprise Service Desk and Organizational Contacts

The support contact information documented herein is 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).
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Table 1: Enterprise Service Desk Contact Information

Issue Contact Info
For Provisioning Issues Contact the Enterprise Service Desk at REDACTED,
option 2.

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 REDACTED,
option 2.

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 REDACTED,
option 2.When contacted by a support specialist, be
ready to supply the Veterans' full name, full SSN,
and DOB.

2. 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 Clerks use to issue VHICs to enrolled Veterans.

Figure 1: Example of what the VHIC looks like
- R

This is not a credit card

W U.S. Department
of Veterans Affairs

- For Questions Concerning Health Benefits:
—— . 1-877-222-VETS (8387) TTY:dial 711

Member ID Card Expires: 00/00/0000 www.va.gov/health-care
1234567890 VA HEALTHCARE ENROLLEE Veterans Crisis Line Dial 988, then Press 1
Plan ID (80840) e o /- BERVICE CONNECTED: Foreign Medical Program 1-877-345-8179
° S MEDAL OF HONOR . o
1234 567 890 oo ) PURE.E HEART In emergency call 911 or go to the nearest medical facility
Member (0.5 407 ) FORMER POW Report any emergency care to VA within 72 hours to 1-844-724-7842
JANE D SAMPLE For questions concerning non-health care VA benefits 1-800-827-1000

| " | " Property of the U.S. Government. If found, drop in nearest U.S. mail box.
0000
\ L / \ Health Eligibility Center, PO Box 5232, Janesville, Wl 53547-5232

In order to be able to receive a VHIC, a Veteran must meet the following eligibility criteria:

e Be eligible for VA medical benefits
e Be enrolled in the VA Healthcare system
e Be Level 2 proofed at a VA medical facility

Veteran Health Identification Card 4.29
User Guide — Volume 1 Card Request 3 May 2024



e Veteran identity must be recognized in the Master Person Index (MPI), which is managed
by the Identity and Access Management (IAM) of the VA

2.1. Accessing the VHIC Application

VHIC is a web-based application that users will access via a web browser. The recommended
browser is Google Chrome or Microsoft Edge . The VHIC URL is REDACTED 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.

The best time to bookmark the site is after the user is in the application itself rather than
attempting to bookmark the Login screen.

2.2. Browser

Once users are logged into their VA desktop, they will access VHIC using Google Chrome or
Microsoft Edge 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.

2.21. 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. This process is explained in the Veteran Health Identification
Card User Guide - Volume 4 - Troubleshooting document.

2.3. Proper Navigation of the VHIC Application

The correct way to navigate through the VHIC application is to use the [Back] and [Next]
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.

Figure 2: VHIC Navigation Buttons

Back Next
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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.

Figure 3: VHIC Administrator

UNITED STATES
DEPARTMENT OF VETERANS AFFAIRS

Veteran Health Identification Card (VHIC)
Home Card Request Reports Card Management Logged in as:

Skip to Content

Figure 4: VHIC Clerk and VHIC Supervisor menu

UNITED STATES

DEPARTMENT OF VETERANS AFFAIRS
Veteran Health Identification Card (VHIC) " Skip to Content
Home Card Request Reports Logged in as:

Figure 5: VHIC Auditor and VHIC Read-Only User menu

UNITED STATES
DEPARTMENT OF VETERANS AFFAIRS {

Veteran Health Identification Card (VHIC) Skip to Content

Home Reports Logged in as:

2.4. 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.

241. VHIC Clerk

The VHIC Clerk role shall be assigned to individuals responsible for processing a card request
and resolving card request issues. VHIC Clerks have the ability to create a card request and have
access to a limited number of reports.
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24.2. VHIC Supervisor

The VHIC Supervisor shall automatically inherit all access and privileges given to the VHIC
Clerk. The VHIC Supervisor role is allowed to submit a request for user access to the VHIC
application. VHIC Supervisors have the ability to create a card request and have access to most
available reports (excluding national versions).

2.4.3. VHIC Administrator

The VHIC Administrator role is reserved for the VHIC Program Team at the Health Eligibility
Center (HEC) which is 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 a card request, manage cards, and have
access to all available reports.

24.4. VHIC Technical Administrator (Tier 3)

The VHIC Technical Administrator (Tier 3) is a role reserved for system developers. They
inherently possess access and privileges given to the VHIC Administrator. Technical
Administrators (Tier 3) have the ability to create a card request and have access to all available
reports as well as access to the Administration page.

2.4.5. 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 a card request but does have access to all
available reports.

2.4.6. 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 a card request but does
have access to a limited number of reports.

24.7. VHIC Card Replacement Veteran Enroliment System
Users
The VHIC Card Replacement User role shall be assigned to Enrollment System (VES) users

with limited access to the VHIC System. The VHIC Card Replacement user does not have the
ability to create a new card request but does have access to the Card Replacement functionality.

Detailed information on VHIC Roles and Access levels can be found in the Veteran Health
Identification Card (VHIC) Roles and Access Guide document.
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3. Getting Started
3.1. Single Sign-On Internal (SSOi)

Once users are logged into their VA desktop, they will access VHIC using Google Chrome or
Microsoft Edge (IE) by either entering the URL listed above in Accessing the VHIC Application
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.
Figure 6: SSOi Login Screen

U.S. Department
of Veterans Affairs

VA Single Sign-On | About | Contact Us

VA SINGLE SIGN-ON

Sign in to continue to

1AM Provisioning (Prov) Sign In
with VA PIV Card

View Other Sign-in Options.

'WARNING: ‘You have accessed a United States Government computer. Unauthorized use of this computer is a violation of federal law and may subject you to civil and criminal penalties. This computer
and automated systems which run on it, are monitored. Individuals are not guaranteed privacy while using government computers and should, therefore, not expect it. Communications made
using this system may be disclosed as allowed by federal law.

3.2. 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 VHIC
Roles and Access document.

3.3. System Menu

Depending on the VHIC users’ role, they will be presented different Home screens upon logging
into the VHIC application.

NOTE: As IE is no longer supported by Microsoft, you will need to copy the URL link and open
in Chrome or Edge.
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3.3.1. 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 Request, 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.

Figure 7. VHIC Administrator View

UNITED STATES %
DEPARTMENT OF VETERANS AFFAIRS

Véieran Health Identification Card (VHIC)
Home Card Request Reports Card Management Logged in as:

Skip to Content

0 00 AR

CARD

CARD REQUEST REPORTS MANAGEMENT
>

3.3.2. VHIC Clerk and Supervisor

The VHIC Clerk and VHIC Supervisor users will be presented with two menu options: Card
Request 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.

Figure 8: VHIC Clerk and VHIC Supervisor Home screen

UNITED STATES
DEPARTMENT OF VETERANS AFFAIRS

[ Veteran Health Identification Card (VHIC) " Skip to Content |
Home Card Request Reports Logged in as:
LU TR TR N TR T |
CARD REQUEST REPORTS
J J
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3.3.3. 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.

Figure 9: VHIC Auditor and VHIC Read-Only User Home screen

UNITED STATES
DEPARTMENT OF VETERANS AFFAIRS {

Home Reports Logged in as:

REPORTS

3.4. VHIC System Status Banner

The VHIC System will display a Status Banner at the top of the screen to notify users of reported
issues with the system and/or during maintenance activities that do not require downtime such as
high volume or preferred browser reminder as seen below.

Figure 10: VHIC System Status Banner
REDACTED

Figure 11: VHIC Preferred Browser Reminder
Some features of the VHIC application will not function cc y in IE. Pleas he URL link and open in

UNITED STATES

DEPARTMENT OF VETERANS AFFAIRS

Skip ro Conmant

Logaed in as:

[ DL DR TERE LB TR ]

CARD REQUEST REPORTS
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4. Proofing Veteran before Requesting a VHIC Card

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).

4.1. Accessing the ldentity Management Toolkit
4.11. Accessing the Identity Management Toolkit Directly

The VHIC user will need to go to the Identity Management Toolkit application to look up the
Veteran and verify their proofing level and if needed complete the proofing process. The Identity
Management Toolkit can be accessed by using the URL in the next section entitled “SSOi.”

41.1.1. SSOi
SSOi: REDACTED
Figure 12: Identity Management Toolkit SSOi Logon Screen

. Department

VA SINGLE SIGN-ON

Sign in to continue to

IAM Provisioning (Prov) Sign In
with VA PIV Card

WARNING:  You have accessed a United States Government computer. Unauthorized use of this computer is a violation of federal law and may subject
and automated systems which run on I, are moni
using this system may be disclosed as allowed b

computeris a viol subject you to civil and criminal penalties. This computer
privacy while and should, therefore, not expect ft. Communications made

The URLs are case sensitive — they must be entered exactly as shown. After successfully logging
into the Identity Management Toolkit application, users should bookmark this site for easy
access in the future.

The best time to bookmark the site is after the user is in the application itself rather than
attempting to bookmark the Login screen.
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4.1.2. Accessing Ildentity Management Toolkit from within
the VHIC Application

41.21. Step 1 of the VHIC Application

When the VHIC user starts the Card Request process, they will see a message on Step 1: Enter
Search Terms. “IMPORTANT: Have you Identity Proofed the Veteran in Identity
Management Toolkit? (Click here to open Identity Management Toolkit in another
window)”

The VHIC user can click on the blue words REDACTED which is a hyperlink that will take the
user to the Identity Management Toolkit application. Please see 4.2 Proofing Process and Steps
below.

Figure 13. Step 1: Enter Search Terms with Identity Management Toolkit hyperlink
Step 1 <Z]

Enter
Search Terms

IMPORTANT Have you Identity Proofed the Veteran in Identity Management Toolkit?
(Click here to open Identity Management ToolKit in another window)

For optimal search results, copy the Veteran’s ICN from Identity Managem%lkil and paste into the ICN field on this
screen. Other search methods include:

o The Member ID from the front of the Veteran's VHIC.

o Last Name, First Name, DOB and SSN.
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, Identification).

Name Person

Last Name \:I Date of Birth (format YYYYMMDD)
Frstame | Gencer :
Midde Name 7 || Home Phone [

cty | EDIPI/Member D[
S — L —

Address Identification
SteetAddress| | { S
ZpCode |

@ Clear Search

4.1.2.2. Step 5 of the VHIC Application

The VHIC user will also see a message at the bottom of the Step 5: Save Card Request AFTER a
card request has been saved on hold due to Veteran Not Proofed.

IMPORTANT: This Veteran still needs to have their Identity Proofing completed.
Follow the steps below:

Copy the Veteran’s ICN above and click here to open the REDACTED in another window.
1. Complete Proofing for the Veteran in Identity Management Toolkit (see 4.2 Proofing

Process and Steps)
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2. Enter the Veteran’s ICN on Step 1 of the VHIC Card Request Process.
3. Complete card request process and submit.

The VHIC user can click on the blue words REDACTED which is a hyperlink that will take the
user to the Identity Management Toolkit application.

Figure 14: Step 5 - Save Card Request with Identity Management Toolkit hyperlink

Step 5 <ZI

Save
Card Request

Veteran Card Details

Service Connected N Card Number 15954

3 A Medal of Honor N Member 1D 2107713100
1 Purple Heart N ICN 1013020496V458259
" Prisoner of War N Plan ID 7346-243-588
) VISN P

_|I[||I[II]]IIlIIlIIIIullIIIIlIIIlmllIIII]IllI _ Facllity 508
Name as it will appear on card: Date of Birth 8/22/1985
ONE M MPIPATIENT Il Expiration Date
Address card will be mailed to:
DR ONE MIDDLE MPIPATIENT 11 Card Status Saved On Hold
123 SESAME STREET Card Request Date  03/06/2024

RESTON, VA 20191 USA

Foreign Mailing Address? No
No Branch of Service is available

Replacement Reason:
Not a replacement card Reason for Hold:
Eligibility Pending

Veteran not procfed

IMFORTANT. This Veteran still needs to have their Identity Proofing completed.
Follow the steps below:

1. Copy the Veteran's ICN above and click here to open the |dentity Management ToolKit in another window.
2. Complete Proofing for the Veteran in Identity Management ToolKit.

3. Enter Veteran's ICN on Step 1 of the VHIC Card Request Process.

4. Complete card request process and submit.

4.2. Proofing Process and Steps

This section will give the VHIC user the step-by-step details of the proofing process in the
Identity Management Toolkit.
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4.21.

Looking up the Veteran

When you first log into the Identity Management Toolkit application, you will be able to
search for the Veteran by either entering the Veteran’s ICN or their Identity traits in the Quick
Search section.

You can also click on the [Search] link on the left side of the screen to be taken to the full
identity traits search page to enter more traits as needed.

Figure 15: Identity Management Toolkit Search Screen

Reminders
Point Of Contact Management

&= 1AM Provisioning
= Manage Persons
Search

o Manage Tasks
Search
My Tasks()

Log off

Identity Management Toolkit

[DAEESJEN ] | Task Queues

1430625826 03/07/2023 1311 PERSON VERIFICATION

1013045217V172196 666-11-1136  08/22/1989 MPIPATIENT, DR ELEVEN MIDDLE

ICN: ‘ ‘

TRAITS: | ast | First] | Dos] | ssnj | [ search |

Task Search

ICN: ‘ ‘

TASK ‘ ‘
NUMBER:

421.1. Quick Search
421.1.1. Quick Search with Identity Traits

Enter the Identity Traits for the Veteran that you want to start an Identity Proofing for. Once you

have entered the traits and click the [Search] button.

Figure 16: Identity Management Toolkit Quick Search with Traits

My Tasks [1] | Task Queuesl
1430625826 03/07/2023 13:11 PERSON VERIFICATION
1013045217V172196 666-11-1136 08/22/1989 MPIPATIENT, DR ELEVEN MIDDLE

RGuicksearcn e
| [co] -

TRAITS: | ast| MPIPATIENT | First/ ELEVEN | posf | ssn{666123456 | | search |

Task Search

ICN: ‘ ‘

TASK ‘ ‘
NUMBER:
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MPI requires at least two additional traits other than middle name for a valid search and will take
you the Primary View screen for the Veteran located. More details will be provided in the section
entitled Primary View.

Figure 17: Identity Management Toolkit Quick Search - MPI Search Results

Identity Management Toolkit

L@t Monday February 27th, 2023
Help Log off

B rosvs(o) Reuests() | corrlations(e) | Pin |

ICN 1013045217V172196 1D STATE: PERMANENT
Name MPIPATIENT, DR ELEVEN MIDDLE

SSN__ 666-11-1136_SSN Verification Status: VERIFIED

Level of Assurance:

Point Of Contact Management
Search

Person
2 Sex —PRIMARY VIEW DATA - Updated: AUG 26, 2021@12:18:;
Last Person Search (1)
First Name:
Last Name: MPIPATIENT IcN 1013045217V172196
Sot- Geon 1 1D state PERMANENT
Ll A . Test Record Indicator 0
e Requests(#)
Comrelations() Last Name MPIPATIENT 774
First Name ELEVEN 774
o Manage Tasks Middle Name MIDDLE 774
Searh) Prefix DR 0
Last Task Search(9)
My Tasks() suffix
Preferred Name
s $rage Reiests SSN 666-11-1136 - VERIFIED 774
My Requesis() 0oB 08122/1989 774
Create Request M8l
Request Type Management Birth Sex FEMALE 774
e Sumnmslnnve sex
Remote Data ata of Deatft
|- Source of Notification
e | |- Notification Provider _

4.21.1.2. Quick Search with ICN

Enter the Veteran’s ICN in the ICN field then click the [GO] button. This will take you the
Primary View screen for the selected Veteran as shown in the section entitled Primary View.
Figure 18: Identity Management Toolkit Quick Search with ICN

oo o 111 |
2 | 2 | H B H = 2 |

1430625826 03/07/2023 1311 PERSON VERIFICATION

1013045217V172196 666-11-1138 | 08/22/1989 MPIPATIENT, DR ELEVEN MIDDLE

IGN: [1012345v678910 |

TRAITS: | ast] | First] | oos! | ssn | | Search |

Task Search

ICN: ‘ ‘

TASK ‘
NUMBER:
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4.21.2. Person Search

When you are on the Home screen of the Identity Management Toolkit and you want to be able
to enter more identity traits to search for the Veteran, click on the Search link on the left side of
the screen.

Figure 19: Identity Management Toolkit Search Screen; Click Search

Reminders

Point Of Contact Management

E 1AM Provisioning
= Manage Persons
Search

= Manage Tasks
Search
My Tasks()

Log off

This will take you to the Search For Person screen. On this screen you can either enter only the
Veteran’s ICN and click the [Search] button or enter as many of the Veteran'’s Identity Traits
that you need in order to find the Veteran record that you are looking for and click the [Search]
button.
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If you are using a criteria-based search, the Last name plus two other fields (not including
Middle Name) are required.

Figure 20: Identity Management Toolkit Search For Person screen

Search For Person

* IENStation Number | M v][eo]

*ICN‘ |

* Last Name ‘

First Name ‘

|
\
Middle Name ‘ ‘
|

Date of Birth ‘

Birth Sex E

Mother's Maiden Name ‘ ‘

POB City ‘ ‘

POB State | <

Street Address i
ine
Line 2
Line 3
City ‘ |
State ‘ v‘

Phone ‘ ‘

‘ Search H Clear H Cancel ‘

* At least one of these fields is required. For criteria-based searches, Last Name plus two other fields (not including Middle Name) are required. Providing additional traits will
improve your search results.

Once you have entered the search criteria for the Veteran you are looking for, click the [Search]
button. This will take you the Primary View screen for the selected Veteran as shown below in
section the section entitled Primary View.

Figure 21: Identity Management Toolkit Search For Person screen; Click Search

Search For Person

* IENIStation Number | K ~][so]

* ICN [1013045217v172196 |

SSN [6e6111136

* LastName [\ ppamEnT |
FirstName [F{EVEN |
|
|

Middle Name ‘ MIDDLE

Date of Birth ‘

Birth Sex

Mother's Maiden Name ‘ ‘

POB City ‘ ‘

POB state | vl

Street Address e
ine
Line 2
Line 3
City ‘ ‘
State ‘ / v‘
Zip Code

Phone ‘ / |
‘ Search ‘ Clear ‘ Cancel |

* At least one of these fields is required. For criteria-based searches, Last Name plus two other fields (not including Middle Name) are required. Providing additional traits will
improve your search results.
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4.2.2. Primary View

Once you have looked up the Veteran that you are searching for, you will be taken to the
Primary View Data screen. Confirm the SSN Verification Status and that the traits displayed
in the Primary View Data section is correct and take note of the Level of Assurance.

NOTES:
1. Ifthe SSN shows as Invalid (as in Figure 22) or the Verification Status is blank (seen
in Figure 23) the Veteran can NOT be proofed.
2. Do not open a Proofing Task. Instead refer the Veteran to the MPI POC.

3. If'the Proofing Task has been opened, follow the steps outlined in Section 4.2.5 Proofing
Task Opened in Error, Trait Edit Needed.

Figure 22. SSN Verification Status is Invalid

Primary View | REE S RIFLIT TS G N | Correlations( ) Print

ICN 1054937390V053110  ID STATE: PERMANENT
Name WAPATIENT, NINETEEN

55N 000-55-1234 SSN Verification Status: INVALID PER SSA

Proofing

Figure 23. SSN Verification Shows Blank

Primary View | RESS I TTE- SEY N | Correlations(£) Primt

ICN 1054937390V053110 1D STATE: PERMANENT
Name VAPATIENT, NINE

55N 000-55-1234 SSN Verification Status:

Veteran Health Identification Card 4.29
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Figure 24: Identity Management Toolkit Primary View Screen

Tasks(10)/Requests(3) || Correlations(#) |

TrICN 1013045217V172196  ID STATE: PERMANENT

Name MPIPATIENT, DR ELEVEN MIDDLE /

SSN__ 666-11-1136 SSN Verification Status: VERIFIED

— PRIMARY VIEW DATA - Updated: FEB 27, 2023@12:47:36

\Le"et’f Assurance:

ICN 1013045217V172196

ID State PERMANENT

Test Record Indicator 0 )
Last Name MPIPATIENT 774
First Name ELEVEN 774
Middle Name MIDDLE 774
Prefix CR 0
Suffix

Preferred Name

SSN 666-11-1136 - VERIFIED 774
DOB 08/22/1989 774
MBI

Birth sex FEMALE 774
Administrative Sex

Date of Death

|-- Source of Notification
|-- Notification Provider
|- Supporting Document
|- Date Last Updated
|-- Entered By
|-- Edited By
|-- Status
MMN
DoD TIN
IRS ITIN
FIN
File/Claim Number
POB City RIVERTON 0
POB State VIRGINIA 0
POB Province
POB Country UNITED STATES 0
ID Interoperability Type
Person Type PATIENT
Home Phone
Work Phone
Cell Phone
Email
VA Email
ID Theft

Self Identified Gender
Identity

Sexual Orientation
Description

Pronoun

Pronoun Description

r—Sexual Orientation Data

No Sexual Orientation records

—Address Data

Address Line 1 123 SESAME STREET
Address Line 2
Address Line 3

City RIVERTON
State VIRGINIA
Zip Code 22697-9
Province
Country UNITED STATES
Postal Code

Alias
NO ALIASES FOUND

—ICN Creation Data

Entered By: PSIM
Date Entered: MAR 28, 2018@11:14:28
Facility of Original Creation: ENROLLMENT SYSTEM REDESIGN

Refresh View
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4.2.3. If Level of Assurance is Level 1 — Complete
Proofing

If the traits in the Primary View are correct and the Level of Assurance is displayed as Level 1,

Level of Assurance

1

click on the or on the [Tasks/Requests] tab at the top of the screen to complete the
proofing process. Pay attention to the SSN Verification Status, it will be handled slightly
differently if the SSN Verification Status for the Veteran is not “Verified”. The person
verification will not be completed without HC 1dM approval.

NOTE: You will be verifying identity traits with supporting documentation. Any identity traits
that are incorrect or have legally changed need to be updated, see your MPI POC and do not
open a Proofing task. If the address needs to be updated, see the Veteran Enrollment System
POC and do not open a Proofing task.

Figure 25: Tasks/Requests tab highlighted
ITasks( 0 )/Requests(#) I| Correlations(#) | |E|

ICN 1013045217V172186  ID STATE: PERMANENT
Name MPIPATIENT, DR ELEVEN MIDDLE

SSN _ 666-11-1136 ISSN Verification Status: VEREFIEDI

Level of Assurance:

Once you are on the Tasks/Requests screen, click on the Proofing Tab button.

Figure 26: Tasks/Requests screen; click Proofing Tab

Primary View | RELCEIBFEEL LD S | Correlations(#) | Print |

ICN 1013045217V172196  ID STATE: PERMANENT
Name WMPIPATIENT, DR ELEVEN MIDDLE

SSN_ 666-11-1136 SSN Verification Status: VERIFIED

mEm

ﬁ"f‘HERE ARE NO ACTIVE TASKS
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With the Proofing Tab selected, you will be able to see a list of all Verification Tasks (if any)
and a list of Active Tasks for the selected ICN. In order to create a new Proofing Task, select the
New Proofing Task button.

Figure 27: New Proofing Task Button Selected
"| Primary View I}\Correlatiuns(#) [ Print l

7ICN 1013045217V172196  ID STATE: PERMANENT
Name MPIPATIENT, DR ELEVEN MIDDLE

SSN_ 666-11-1136 SSN Verification Status: VERIFIED

|
Verification Tasks
| > 2 A Proof History

I New Proofing Task ‘

The system will inform you that legal documentation is required to complete the task and must
be attached if identity trait changes are made.

Figure 28: Identification Confirmation Message

Fis =5 —

Documentation is required to continue with the Task and will have to be

attached if identity trait changes are made.

Selecting “OK” creates a Person Verification Task and takes you to the Task Details screen.
Now click on the Person Verification tab at the top of the screen in order to work the Task.

Figure 29: Task Details screen; Click Person Verification

| Resolved Tasks | ‘ Task Notes ‘ | Task Audit ‘ ‘ Person Verification ‘ Print
o Task# 1428464518 Date Reported 02/27/2023 12:14 Task Status ASSIGNED
Priority Date Resclved
Task Type 1998 - PERSON VERIFICATION Caseworker
Task Description PERSON VERIFICATION AND IDENTITY TRAIT EDIT. Time Spent 0 Days, 0 Hours, 0 Minutes
Task Lock Owner Threshold Score

1013045217V172196 [P] | 1013045217V172196"NI"200M*USVHA MPIPATIENT, DR ELEVEN MIDDLE  |666-11-1136 08/22/1989

When you get to the Person Verification screen, you will see the Veteran’s information from
the Primary View screen populated under MPI Value column. Notice that there are multiple tabs
on the Person Verification screen. You will need to walk through and complete each tab in
order to complete the Person Verification process.
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NOTE: If any changes need to be made to the Veteran’s Identity Information, those changes
will need to be updated before the proofing process can be completed. The Veteran will need to
be directed to the appropriate MPI POC and the VHIC Clerk will need to follow the procedures

outlined in 4.2.5 if the Proofing Task was opened.

Figure 30: Identity Management Toolkit Person Verification screen

‘ Task Details ‘ ‘ Resolved Tasks ‘ ‘ Task Notes ‘ ‘ Task Audit ‘ Person Verification [ Print |
7r Task# 1428464518 Date Reported 02/27/2023 12:14 Task Status ASSIGNED
Priority Date Resolved
Task Type 1998 - PERSON VERIFICATION Caseworker
Task Description PERSON VERIFICATION AND IDENTITY TRAIT EDIT. Time Spent 0 Days, 0 Hours, 0 Minutes
Task Lock Owner Threshold Score
1013045217V172196  [P] 1013045217V172196"NI"200M*USVHA MPIPATIENT DR ELEVEN MIDDLE  666-11-1136 08/22/1989

rPRIMARY VIEW DATA - Updated: AUG 26, 2021@12:18:28 Check External Identity Verification Tool

need to be indicated below. If the address needs to be updated, see the Enrollment System POC.

Data Review Z‘F‘ Documentation &

ICN 1013045217V172196
Last Name MPIPATIENT O |

First Name ELEVEN o |

Middle Name MIDDLE @] ‘ ‘

Suffix [m] \ ‘

DOB AUGUST 22,1989 0 ‘ Month[ v|Day[ ~| Year| | |
Birth Sex FEMALE 0

SSN 666111136 ol ]

SSN Verification Status VERIFIED

- To delete the current MVI Value, enter "@" in the New Value column for the field that should be null.

Next you will need to verify the information in the MPI Value column with the information on

the documents that were submitted for proof of identity.
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Select the check box in the Verify column that corresponds to the appropriate trait. The cell in
the Verify column will turn green to indicate that they have been authenticated. You do not need
to select the verification box if there is no value for a trait in the Primary View such as the
Suffix field in the below example. Once the traits are verified, you will have the options to
Submit, or Save a Draft of your work.

Figure 31: Data Review Tab Trait Verification

| Task Details ‘ ‘ Resolved Tasks | ‘ Task Notes ‘ ‘ Task Audit Print
Task # 1428464518 Date Reported 02/27/2023 12:14 Task Status ASSIGNED
Priority Date Resolved
Task Type 1998 - PERSON VERIFICATION Caseworker
Task Description PERSON VERIFICATION AND IDENTITY TRAIT EDIT. Time Spent 0 Days, 0 Hours, 0 Minutes
Task Lock Owner Threshold Score

1013045217V172196 [F] 1013045217V172196"NI"200M"USYVHA MPIPATIENT, DR ELEVEN MIDDLE =~ 666-11-1136 08/22/1989

—PRIMARY VIEW DATA - Updated: AUG 26, 2021@12:18:28 Check External Identity Verification Tool

need to be indicated below. If the address needs to be updated, see the Enroliment System POC.

o o i 30 IS ;

ICN 1013045217V172196

Last Name MPIPATIENT

First Name ELEVEN

Middle Name MIDDLE

Suffix

DOB AUGUST 22,1989 | IMonth ~v  Day ~v  Year v
Birth Sex FEMALE v

SSN 666111136

SSN Verification Status VERIFIED

‘ Save Draft || Submit |

« To delete the current MVI Value, enter "@" in the New Value column for the field that should be null.

Once you click submit, you will be moved to the second tab, Documentation. Please note that
the Data Review tab now contains a green check mark. This indicates that the information has
been submitted and that you are ready to move on to the next step in the process. You will not be
able to Submit or Save Draft on the Documentation tab until the verification on the Data
Review tab has been submitted.

Figure 32: Data Verification Indicator

‘ Task Details H Resolved Tasks | ‘ Task Notes ‘ ‘ Task Audit‘ Person Verification Print
. Task# 1428464518 Date Reported (2/27/2023 12:14 Task Status ASSIGNED
Priority Date Resolved
Task Type 1998 - PERSON VERIFICATION Caseworker
Task Description PERSON VERIFICATION AND IDENTITY TRAIT EDIT Time Spent 0 Days, 0 Hours, O Minutes
Task Lock Owner Threshold Score
1013045217V172186 [P] 1013045217V172196"NI"200M*USVHA MPIPATIENT, DR ELEVEN MIDDLE | 666-11-1136 08/22/1989

PRIMARY VIEW DATA - Updated: AUG 26, 2021@12:18:28 Check External Identity Verification Tool

You will be verifying_ identi#yftraits with supporting documentation. Any identity traits that are incorrect or have legally changed
need to be indicated befow. If the address needs fo be updated, see the Enroliment System POC.
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On the Documentation tab you will see the verified Identity Traits, a Verification Document(s)
Instruction section, and a Verification Document(s) section.

The Verification Document(s) Instruction section lists the documents allowed by the VA for
the support of a change, such as Level of Assurance.

Figure 33: Verification Document Instruction

Task # 1428464518 Date Reported 02/27/2023 12:14 Task Status ASSIGNED
Priority Date Resolved
Task Type 1998 - PERSON VERIFICATION Caseworker
Task Description PERSON VERIFICATION AND IDENTITY TRAIT EDIT. Time Spent 0 Days, 0 Hours, 0 Minutes
Task Lock Owner Threshold Score

1013045217V172196  [P] 1013045217V172196"NI"200M*USVHA MPIPATIENT, DR ELEVEN MIDDLE  666-11-1136 08/22/1989

—PRIMARY VIEW DATA - Updated: AUG 26, 2021@12:18:28 Check External Identity Verification Tool

need to be indicated below. If the address needs to be updated, see the Enroliment System POC.

ICN 1013045217V172196  1013045217V172196 Please select one Primary Identification document (State-Issued Driver's License; Passport;
Federal, State, or Local Government-issued photo ID with Name and DOB).

Last Name  MPIPATIENT MPIPATIENT

Pzt e |ELOEN HEEN EATE P o Cimoes Pl ergsmak SEATAEACT W G Top 0T 0 Kiﬁ%"ﬁ'ﬂ?ﬁ&ﬁfﬂ?s

Middle Name MIDDLE MIDDLE reviewed by HC IdM for approval.

Suffix Changed Field Allowed Documents

DOB 08/22/1989 08/22/1989 : gits;ﬂsﬁ[ued Driver's License

Birth Sex FEMALE FEMALE Level of Assurance « Federal, State, or Local Government-issued photo 1D containing name and
= 1010 (For Corrections Only)

SSN 666-11-1136 666-11-1136

Once you have selected the check box indicating the type of Verification Document you
reviewed, enter the details of those documents in the fields provided.
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Note the Green Check in the Allowed Documents box. This is a system check indicating that
this is a valid document type for this action. You may Save a Draft at this time or click Submit

to move forward with the Identity Proofing.

Figure 34: Verification Document Section; Enter document details

| Task Details || Resolved Tasks| | Task Notes || Task Audit | [T Tea R e LT R
7 Task# 1420464578 Date Reported 02/27/2023 12.14 Task Status ASSIGNED
Priority Date Resolved
Task Type 1998 - PERSON VERIFICATION Caseworker
Task Description PERSON VERIFIGATION AND IDENTITY TRAIT EDIT Time Spent 0 Days, 0 Hours, 0 Minutes.
Task Lock Owner Threshold Score
1013045217V172196 [P] 1013045217V172196*NI*200M*USVHA MPIPATIENT, DR ELEVEN MIDDLE ~ 666-11-1136 08/22/1989

~PRIMARY VIEW DATA - Updated: AUG 26, 2021@12:18:28 Check External Identity Verification Tool

JYou will be verit i
need to be indicated below. If the address needs to be updated, see the Enroliment System POC.

o @ e S0 S

ICN 1013045217V172196  1013045217V172196 Please select one Primary i tion document (State-I: d Driver's License; Passport;
Federal, State, or Local Government-issued photo ID with Name and DOB).

Last Name MPIPATIENT MPIPATIENT

N Please note the 1010 can only be submitted for corrections such as typos and misspellings

ELEVEN ELEVEN
EirstName but not legal changes. All requests submitted with only the 1010 as documentation will be
Middle Name MIDDLE MIDDLE reviewed by HC IdM for approval.
Suffix Changed Field Allowed Documents
DOB 08/22/1989 082211989 . Slate Issued Driver's License
B o pol

Birth Sex FEMALE FEMALE Level of Assurance (g - Fage[;gBSme or Local Government-issued photo ID containing name
SSN 666-11-1136 666-11-1136 =+ 1010 (For Corrections Only)
SSN
Verification VERIFIED VERIFIED
Status

[ state-Issued Driver's License
Passport

Cna

(12345687 | - 1020 |

() Federal, State, or Local Government-issued photo ID containing name and DOB
Social Security Card
[J Court Order for a Name Change
[J Letter from SSA with updated SSN
[J Birth Certificate
(J cCourt Order for Gender Change
(J signed Li Physici; on Office Letterhead
1010 (For Corrections Only)
Status

Is the person on site for an appointment or have an upcoming appeointment within 24 hours?
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After you click the submit button, you will be returned to the Primary View screen where you
will see a message at the top of the screen saying, “Task complete. Person Traits Verified” and
you can confirm that the Level of Assurance has been updated to 2.

Figure 35: Person Verification Updated Message

| Tasks(10)/Requests(#) H Correlations(#) | [ Print | -

« Task complete. Person traits verified.

ICN 1013045217V172196  ID STATE: PERMANENT
Name MPIPATIENT, DR ELEVEN MIDDLE

SSN__ 666-11-1136 SSN Verification Status: VERIFIED

Level of Assurance

If for some reason the Level of Assurance is still showing as Level 1, then scroll to the bottom of
the Primary View screen and click on the [Refresh View] button. The Level of Assurance should
then be updated to Level 2.

Figure 36: Refresh View button

—Alias
NO ALIASES FOUND
—ICN Creation Data
Entered By: PSIM
Date Entered: MAR 28, 2018@11:14:28
Facility of Original Creation: ENROLLMENT SYSTEM REDESIGN

Refresh View | ——
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NOTE: It is possible for an Identity Management Toolkit veteran record to indicate LOA 2
without a precise Date of Birth (MM/DD/YY). Even though the LOA is 2, the card request will
be placed into an On Hold status until resolved. See Section 5.3.6 Imprecise Date of Birth for

more information

Figure 37: Imprecise Date of Birth Reported in Toolkit

ICN 1013045217V172196 1D STATE: PERMANENT
Name MPIPATIENT, DR ELEVEN MIDDLE

SSN_ 666-11-1136 SSN Verification Status: VERIFIED

Level of Assurance:

/'

—PRIMARY VIEW DATA - Updated: FEB 27, 2023@12:47:36

ICN 1013045217V172196

ID State PERMANENT

Test Record Indicator 0

Last Name WPIPATIENT 774
First Name ELEVEN 174
Middle Name MIDDLE 774
Prefix CR 0
Suffix

Preferred Name

SSN 666-11-1136 - VERIFIED 774
DOB 09/1941 774!]
MBI

Selecting the Tasks/Requests Tab will show the list of Resolved Tasks, you may confirm the

resolution of your Person Verification Task here as well.

Figure 38: Task/Request Tab; Resolved Tasks

[ Primary View ‘ Correlations(#) H PV Audit ‘ ‘ ICN History(#) H ADR MPI PV Compare || Link Events H Milestones Hm ‘ Accounts(#) ‘

ITICN 1013045217V172196  ID STATE: PERMANENT
Name MPIPATIENT, DR ELEVEN MIDDLE

SSN  B666-11-1136 SSN Verification Status: VERIFIED

MPI Historical Exceptions | Proofing
Active Tasks

THERE ARE NO ACTIVE TASKS.

Resolved Tasks

1428464518 | 02027/2023 1998 - PERSON RESOLVED 021272023 PROQFER. ONE
VERIFICATION

Related Requests(3)

1103472133 08/26/2021 PERSON VERIFICATION APPROVAL RESOLVED 02/27/2023 PROOFER. ONE PROOFER. ONE  200IP- 1013045217V172196 MPIPATIENT, DR ELEVEN MIDDLE
IDENTITY
PROOFING
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Once the proofing task has been completed and the Level of Assurance has been updated to
Level 2, highlight the Veteran’s ICN at the top of the screen and copy it, either by clicking [Ctrl
+ C] or right clicking on the highlighted number and selecting copy from the menu that displays.

Figure 39: The Veteran's ICN is highlighted

Primary View. AEL SR YL LTS S | Correlations(#)

ICN jiERDEEYATAARPEE] _ID STATE: PERMANENT
Name MPIPATIENT, DR ELEVW

SSN  6566-11-1136 SSN Verification Status: VERIFIED

4.2.4. If Level of Assurance is Level 2 — Continue to Issue
VHIC

If the Level of Assurance is displayed as Level 2 on the Primary View screen, copy the Veteran'’s
ICN from the top of the Identity Management Toolkit screen (as seen in Figure 39: The
Veteran's ICN is highlighted)so you can use that to search for the Veteran on Step 1: Enter
Search Terms of the Card Request process in the VHIC application.

Figure 40: Step 1: Enter Search Terms - ICN has been entered

‘Veteran Health |dentification Card (VHIC) Skip to Contant
Home Card Request Reports Card Management Logged im as

Step 1 QI

Enter

Search Terms

IMPORTANT Have you ldentity Proofed the Veteran in Identity Management Toolkit?
(Click here to open identity Management Toolkit in another window)

For optimal search results, copy the Veteran's ICN from Identity Management Toolkit and pasts into the ICN field on this
soresn. Other search mathods inclsde:

The Mamber 1D from the front of the Vateran's VHIC,

Last Mame, First Hame, DOB and 55N,

Hote! If using LWFN/DOB/S3N combination, at a minimum, supply the Veteran's Last Name, plus values from at least
two of the other three sections (Perscn, Address, identification).

MName Parson

Last Mame Date of Birth DO faemat ¥V YMMDD

First Name Gender -

Middle Name Home Phone
Address Identification
Streat Address SSN B memewarar
City EQIPI f Member 1D
State ICN [nzea1460vi474 x|
Zip Code

o Clear Search
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4.2.5. Proofing Task Opened in Error, Trait Edit Needed

VHIC Proofers do not possess the access levels in the MPI Toolkit that are required for making
changes to identity traits. If you open a Person Verification Task before verifying the Veteran’s
address and identity traits and realize that the SSN is Not Verified or a Trait Change such as
Middle Name correction is needed as shown in the below example, please follow the process
below.

Verify the correct information by selecting the corresponding check boxes in the Verify column.
Enter the correct information in the New Value column and Save Draft. You will not be able to
submit this change.

Figure 41: Person Verification Task; Trait Edit Needed

| Task Details ‘ ‘ Resolved Tasks ‘ ‘ Task Notes H Task Audit ‘ [ Print |
Task # 1428752167 Date Reported 02/28/2023 13:36 Task Status ASSIGNED
Priority Date Resclved
Task Type 1998 - PERSON VERIFICATION Caseworker
Task Description PERSON VERIFICATION AND IDENTITY TRAIT EDIT. Time Spent 0 Days, 0 Hours, 0 Minutes
Task Lock Owner Threshold Score

1013045217V172196 [P] 1 1013045217V172196"NI"200M"USVHA MPIPATIENT DR ELEVEN MIDDLE | 666-11-1136 08/22/1989

— PRIMARY VIEW DATA - Updated: FEB 28, 2023@13:36:52 Check External Identity Verification Tool

need to be indicated below. If the address needs to be updated, see the Enroliment System POC.

[T oy

ICN 1013045217V172196

Last Name MPIPATIENT /

First Name ELEVEN

Middle Name MIDDLE O [[NEw MIDDLE _
Suffix (m] | ‘

DOB AUGUST 22,1989 | Month v Day v Year v
Birth Sex FEMALE v

ssn p—

SSN Verification Status VERIFIED

‘ Save Draft H Submit ‘

« To delete the current MVI Value, enter "@" in the New Value column for the field that should be null.

Clicking the Submit button will result in the following Pop-up Message and you will not be
able to move forward with completing the Person Verification Task, nor will you be able to
close the newly opened Task.

Figure 42: Processing Error Message

* Error processing action: Current user has no rights to change traits.

—
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Selecting “OK” on the Pop-up Message will return you to the Person Verification Tab. Select
the Task Notes tab at the top of the screen.

Figure 43: Person Verification; Task Notes Tab Selection

| Task Details || Resolved Tasks || Task Notes| | Task Audit | Pint
7 Task# 1428464518 Date Reported 02/27/2023 12:14 Task Status ASSIGNED
Priority Date Resolved
Task Type 1998 - PERSON VERIFICATION Caseworker
Task Description PERSON VERIFICATION AND IDEN TRAIT EDIT. Time Spent 0 Days, 0 Hours, 0 Minutes
Task Lock Owner Threshold Score

1013045217V172196 [P] 1013045217V172196*NI*200M*USVHA MPIPATIENT, DR ELEVEN MIDDLE | 666-11-1136 08/22/1969

— PRIMARY VIEW DATA - Updated: AUG 26, 2021@12‘.18:28 Check External Identig Verification Tool

need to be indicated below. If the address needs to be updated, see the Enroliment System POC.

o i 3o Jrcamerin 3o [N

ICN 1013045217V172196

Last Name MPIPATIENT (m] \ |

First Name ELEVEN o |

Middle Name MIDDLE (m] ‘ |

Suffix o |

DoB AUGLUST 22,1089 o ‘ o[ v|Day[ ] Year|
Birth Sex FEMALE 0

SSN 666111136 ol

SSN Verification Status VERIFIED

+ To delete the current MVI Value, enter "@" in the New Value column for the field that should be null.

On the Task Notes tab, highlight the Task Number at the top of the screen and copy it, either by
clicking [Ctrl + C] or right clicking on the highlighted number and selecting copy from the
menu that displays. You will need to supply this number to your the appropriate POC (MPI for
Identity Trait edits or Veteran Enrollment System POC for Address change.) Under New
Status, change the status of your Person Verification Task to Unassign and select Save.

Figure 44: Unassign Person Verification Task

U Task Details H Resolved Tasks | Task Notes | Task Audit H Person Verification | Save || Print
Task # Priority Current Status Task Role Group Caseworker New Status
142875216 ASSIGNED ~ [ VHIC PROOFER vl ~]

"-"--.__ Time Spent: -
\$sign
Task Type 1998 - PERSON VERIFICATION Days| 0 | Hours|0 ~| Minutes Unassion
‘ v - Pending Local Merge
Date Reported 02/28/2023 13:36 Hesoke
Task Lock
Owner Date Resolved Threshold Score
ioN | | | AddicN |
1013045217V172196 [P] 1013045217V172196*NI"200M*USVHA MPIPATIENT, DR ELEVEN MIDDLE 666-11-1136 082211989

Contact the appropriate POC. Provide them with the Task Number and details. They will assign
the Task to themselves and complete the Trait Edit.
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4.2.6. Logging out of Identity Management Toolkit
To Log Off:

1. Click Log off in the menu bar. You can log off from most of the pages except the logon
screen. Logoff is also available from the Navigation Bars. Examples are shown in Figures
46 and 47.

Figure 45: Log Off link located in the menu bar

Help L lif
Help Lo of | ) [T

Figure 46: Log Off link located in the Navigation pane

Home
Reminders

Paoint Of Contact Management

= Person Search
Search

= Manage Tasks
Search
My Tazks=(}

Log off

2. IdM TK has a built-in idle feature. After 60 minutes of inactivity, the idle warning
message is displayed as seen in Figure 47: Identity Management Toolkit Idle message.
Enter your password and click Submit. After you log back on, you are returned to the
screen you were previously working on. If you do not have a password, exit the browser,

and log in through VHIC link/SSO1 again.
Figure 47: Identity Management Toolkit Idle message
REDACTED
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5. Creating a VHIC Card — The Card Request Process

Table 2: Who can process a card request?

At a Glance... VHIC Role
Who can process a card Administrator, Supervisor, Clerk, Tech Admin (Tier 3)
request?

This section will walk the VHIC user through the process of creating a card for a Veteran.
During the card request process, issues may arise that will require the card to be put on hold.
These cases will be covered in section 5.6 On Hold Reasons Explained.

The card issuance process follows numbered steps shown next.

Enter Search Terms
Select Veteran

Capture Veteran Image
Select Mailing Address
5. Save Card Request

b=

Figure 48: Card Request Navigation Bar

Step 1 (J

Enter
Search Terms

NOTE The appearance of the step block will change to indicate the step you are currently
working by appearing to be the brightest. See the illustration below.

Figure 49: Navigation Bar Step appearance by state

Step 3 ﬁ

Capture
Veteran Image

I !

| Current Step | Previous and Future
Step

These steps are fully explained below. We will now walk through each of the steps required to
complete a VHIC card request for New VHICs and Replacement VHICs. We will also go over
the steps for placing a card request on hold as well as taking a card request off hold.
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5.1. New VHIC Card Request

5.1.1. Veteran Level 2 Proofed through Identity
Management Toolkit

51.11. 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 Person Index (MPI). The top of the
screen offers guidance regarding the set of traits recommended to ensure a 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 the Identity Management
Toolkit and paste it into the ICN field on this screen.

Other search methods include:

e The Member ID from the front of the Veteran’s VHIC.
e Last Name, First Name, DOB and SSN.

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.

Figure 50: Enter Search Terms screen

Step 1 g

Enter
Search Terms

IMPORTANT Have you Identity Proofed the Veteran in Identity Management Toolkit?
(Click here to open Identity Management ToolKit in another window)

For optimal search results, copy the Veteran's ICN from Identity Management Toolkit and paste into the ICN field on this
screen. Other search methods include:

o The Member ID from the front of the Veteran’s VHIC.

o Last Name, First Name, DOB and SSN.
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, Identification).

—MNam: —Person

LastName[ | Date of Birth {format YYYYMMDD)
FratName[ Gender .
Middle Name [ || HomePhone

—Address — |dentification
StreetAddress| | SSN[ e
cty[ ] EDIPI/Member D[ |
stae | N )
I

@ Clear Search
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Additional guidance is also available on-screen by clicking on the blue circle containing a
question mark.

Figure 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.

Figure 52: Enter Search Terms screen

Veteran Health Identifica (VHIC) Skip to Content
Home Card Request Repo Card Management Logged in as

Step 1 QI

Enter

Search Terms

IMPORTANT Have you |dentity Procfed the Veteran in |dentity Management Toolkit?
{Click here to open identity Management Tkt in another window)

For optimal search results, copy the Veteran's ICH from Identity Management Toolkit and pasts into the ICN fizld oni this
serean. Other search methods inclede:

The Mamiber 1D from the front of the Vateran's VHIC,

Last Mams, First Mame, DOB and S5M.

Mote: If using LN/FNDOB/SEN combination, at a minimum, supply the Vateran's Last Name, plus valuss from at least
twa of the other three sections (Persen, Address, identification).

Mame Person

Last Namea Date of Birth D08 format Y YMMDD]

First Name Gender v

Middle Name Heme Phone
Address Identification
Street Address 55N ol s
City EDIPI/ Member ID
State ICN fnz6a1460vi474 x|
Zip Code |

o =
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NOTE:

Entering an Invalid ICN will result in an error message such as the one seen in Figure 53
Invalid ICN Error Message) Examples of errors include:

e Invalid ICN. ICN must be 17 characters
e Invalid ICN. ICN must not contain special characters
e Invalid ICN format. Please enter valid ICN format, 17 chars (10 digits + V + 6 digits)

Figure 53: Invalid ICN Error Message

Veteran Health Identification Card (VHI Skip to Content
Logged in as:

Home Card Request  Reporis

Step 1 (;ﬂ

Enter
Search Terms

\ Invalid ICN. ICN must be 17 characters

IMPORTANT Have you Identity Proofed the Veteran in Identity Management Toolkit?
(Click here 10 Open identity Management ToolKit iN another window)

For optimal search results, copy the Veteran's ICN from Identity Management Toolkit and paste 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, DOE and 5 5N.
Note: If using LNIFN/DOBSS SN combination, at a minimum, supply the Veteran's Last Name, plus values from at least
two of the other three sections (Person, Address, Identification).

—MName Person
LastName[ ] Dateof Bith [ | fer=tvvnaon
FirstName[ | Gender -
Middle Name[ ] Home Phone [ |

Address Identification
Street Address| | SSN[ ] e
oy ] EDIPI/Member D[ |
e s
Zpcode |

@ Clear Search
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NOTE: While searching for the Veteran, the system will look for eligibility for a VHIC card. If
the Veteran is not eligible or if their eligibility is in question the VHIC user will receive one of
the following messages. The Veteran will need to be referred to Veteran Enrollment Services.

Figure 54: Veteran Not Eligible Message
Step 2 QI

Select
Veteran

The veteran is not eligible for a VHIC card.

Picture Full Name 88N DCB DOD Gender
SEVEN M VAPATIENT HKXX-XX-9811 10/10/1960 MALE
@ Back

Figure 55: Veteran Eligibility Undetermined
Step 2 g

Select
Veteran

Eligibility could not be determined.

Picture Full Name SSN DOB DOD Gender
SEVENTEEN M VAPATIENT XXX-XX-8764 6/16/1974 MALE
@ Back

NOTE: Should the search result in a deceased Veteran, a message will show at the top of the
screen.

Figure 56. Deceased Veteran Search Results

Step 2 g

Select
Veteran

Card requests for deceased veteran(s) are not allowed.
All Cards for deceased veteran(s) have been deactivated in VHIC and unlinked in MVI.

Picture Full Name SSN DOB DOD Gender
SIX F VAPATIENT XXX-XX-8336 2/211952 12/13/2022 MALE
@ Back
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NOTE: If the Veteran has a Preferred Name on file it will appear within parenthesis where the
Full Name appears as seen below.

Figure 57. Full Name Including Preferred Name

Step 2 g:l
Select
Veteran
Picture | Full Name | SSN | DOB | DOD | Gender
VGTESTONE T TESTTHIRTEEN (THIRTEEN) XXH-XX-0092 8/8/1850 FEMALE
@ Back
5.1.1.2. Step 2: Select Veteran

Once the search has completed, 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.

Figure 58: Select Veteran screen

Step 2 <:,

Select

Veteran
Picture Full Name SSN DOB DOD Gender

FOUR M VAPATIENT XXX-XX-1129 4/4/1987 FEMALE
@ Back
\
5.1.1.3. Step 3: Capture Veteran Image

Once a selection has been made, the next step in the process is to capture the Veteran image.
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VHIC provides several ways to handle this operation: Take New Picture, Upload from file, or
Reuse Existing Image.
Figure 59: Capture Veteran Image screen

Step 3 Q’J 3t

Capture
Veteran Photo

Please ensure the photo meets the following requirements:

= Use a white, light blue, or other light-colored background =
= No Eyeglasses or electronic devices. (i.e., non-medical _\. |
devices) Y L7
= Only head gear for religious or medical reasons with ‘ \ { y J
documentation is acceptable ensuring the face is fully visible g !
= Facial Requirements: =
o Head to shoulder view with face centered )
o Face cannot touch edge of the photo J J o | {

o Eyes must be fully visible | =)
o Neutral expression with mouth closed E -

If you are happy with the existing photo, clicking next will
move on to the next step in the process.

Upload from File Take New Picture

Back Next
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5.1.1.4. Take New Picture

Upon arriving to the Capture Veteran Image page, if there is no useable image for the Veteran
already on file, a “No Photo” image will appear in the image capture area. Click [Take New
Picture] to capture the Veteran’s image. The camera should become active, and the Veteran
should be visible in the image capture window.

Figure 60: Capture Veteran Image screen — Take New Picture

Step 3 g

Capture
Veteran Photo

Please ensure the photo meets the following requirements:

= Use a white, light blue, or other light-colored background
= No Eyeglasses or electronic devices. (i.e., non-medical

devices)

= Only head gear for religious or medical reasons with

documentation is acceptable ensuring the face is fully visible

= Facial Requirements:

o Head to shoulder view with face centered
o Face cannot touch edge of the photo

o Eyes must be fully visible

o Neutral expression with mouth closed

If you are happy with the existing photo, clicking next will

move on to the next step in the process. \

Upload from File Take New Picture

Back Next

Using the provided silhouette, ensure that that the Veteran is lined up properly. Prior to clicking
[Capture Image] ensure the additional image capture guidelines (see VHA Directive 16014.01
for details) provided on screen are met:

Photo must be taken against a light-colored solid background for clarity
Face must be straight forward

No closed eyes

No dark glasses (cannot see eyes)

No hats (may obstruct facial photo)

Tinted glasses OK (can see eyes)

Not more than one face in image

No open mouth

Face cannot touch edge of photo (hair can, but not face)

Photos will not be taken if the Veteran refuses to remove items that may result in an
obstructed facial photo.
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NOTE: No other background (U.S. flag, state flag, etc.) is permitted for use with the VHIC card

photo.

Figure 61: Capture Veteran Image screen — Capture Image

Step 1 Step 2 Step 3
Enter Select Capture
rch Terms eteran

Veteran Photo

™

Step 4

Step 5

C '.:1"-'1 Request

Please ensure the photo meets the following requirements:
= Use a white, light blue, or other light-colored background
= No Eyeglasses or electronic devices. (i.e., non-medical
devices)
= Only head gear for religious or medical reasons with
documentation is acceptable ensuring the face is fully visible
= Facial Requirements:
o Head to shoulder view with face centered
o Face cannot touch edge of the photo
o Eyes must be fully visible
o Neutral expression with mouth closed

Back

Capture Photo )

Once the image is captured, take a moment to review that the image meets all desired guidelines
before proceeding. To ensure the image is acceptable, use the bar below the picture to zoom in
and out. You can also click and drag the picture to move it into the correct position. Once the

image is acceptable, click [Finalize Capture] to continue to the next step.

Figure 62: Capture Veteran Image screen — Accept new photo; click Next

Step 1 Step 2 Step 3
Enter Select Capture

erms Veteran

Veteran Photo

™

Step 4

>elect Mailing

Step &

Save

Card Request

Please ensure the photo meets the following requirements:
= Use a white, light blue, or other light-colored background
= No Eyeglasses or electronic devices. (i.e., non-medical
devices)
= Only head gear for religious or medical reasons with
documentation is acceptable ensuring the face is fully visible
= Facial Requirements:
< Head to shoulder view with face centered
o Face cannot touch edge of the photo
o Eyes must be fully visible
< Neutral expression with mouth closed

To adjust picture for capture:
= Click and drag the bar below the picture to zoom in and out
= Click and drag the picture to move the zoomed picture

around
= When ready, click the 'Finalize Capture' button

N

\
- 2

B

Back Finalize Capture
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NOTE: If the image does not meet the guidelines or the Veteran would prefer a new photo be
taken or uploaded, this can be done at this point as well by clicking the [Back] button to take a
new picture or upload a photo.

5.1.1.5. Upload from File

In some cases, it may be necessary to upload an image for a Veteran (i.e., they are unable to be
present during the card request process due to health issues, etc.) In these cases, VHIC offers the
option to upload a photo by selecting the [Upload from File] option.

Figure 63: Capture Veteran Image screen — Upload from File

Step 3 Q

Capture
Veteran Photo

Please ensure the photo meets the following requirements:
= Use a white, light blue, or other light-colored background
= No Eyeglasses or electronic devices. (i.e., non-medical
devices)
= Only head gear for religious or medical reasons with
documentation is acceptable ensuring the face is fully visible
= Facial Requirements:
o Head to shoulder view with face centered
o Face cannot touch edge of the photo
o Eyes must be fully visible
o Neutral expression with mouth closed

If you are happy with the existing photo, clicking next will
move on to the next step in the process.

\

Upload from File Take New Picture

Back Next

Once this option is selected, a [Choose File] button will appear next to a text field. Clicking this
button will open up another window to allow for the desired image to be located and selected.
The accepted file formats are JPG, GIF, PNG, and BMP.

Veteran Health Identification Card 4.29
User Guide — Volume 1 Card Request 40 May 2024



For best results use a 400x400 pixel JPG image. It should also be noted that any adjustments that
need to be made to the image to meet the specified guidelines, such as crop and resize, this
should be done before the image is uploaded.

Figure 64: Capture Veteran Image screen — Upload photo; click Browse

Step 3 (:]

Capture
Veteran Photo

Face must be straight forward

No closed eyes

No dark glasses (cannot see eyes)

Tinted glasses OK (can see eyes)

Not more than one face in image

No open mouth

Face cannot touch edge of photo (hair can, but not face)

© 000 000

Accepted formats are JPG, GIF, PNG, and BMP. For best
results use a 400x400 pixel JPG.

[ Choose File | Picturel.png Upload

Back

Once the file has been selected, an [Upload] button will become available. Clicking this will
import the image and it will now be visible in the image capture area.

Figure 65: Capture Veteran Image screen — Upload photo; click Upload

Step 3 (/j

Capture
Veteran Photo

o Face must be straight forward

« No closed eyes

o No dark glasses (cannot see eyes)

o Tinted glasses OK (can see eyes)

o Not more than one face in image

o No open mouth

o Face cannot touch edge of photo (hair can, but not face)

Accepted formats are JPG, GIF, PNG, and BMP. For best
results use a 400x400 pixel JPG.

[‘Choose File | Picturel.png Upload

Back

The user can move the slider below the image window to zoom the image in or out to match the
silhouette, the image can also be dragged to line the Veteran’s face inside the silhouette as well.
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Once again, be sure to review the image to ensure it meets the specified guidelines before

clicking the [Next] button to continue.

Figure 66: Capture Veteran Image screen — Edit photo; click Next

Capture
Veteran Photo

Step 1 Step 2 step3 <Y Step 4

Step 5

o Face must be straight forward

o No closed eyes

o No dark glasses (cannot see eyes)

o Tinted glasses OK (can see eyes)

o Not more than one face in image

» No open mouth

» Face cannot touch edge of photo (hair can, but not face)

Accepted formats are JPG, GIF, PNG, and BMP. For best
results use a 400x400 pixel JPG.

N

D

-~

Photo uploaded on : 04/26/2024

5.1.1.6. Reuse Existing Imag

e

=0

In the event the Veteran has an existing photo in the system that is less than ten years old, this
will appear in the image capture area upon entry to Step 3. If this image meets the required
guidelines, it may be reused for the current card request process. Simply click [Next] to continue

on to Step 4.

Figure 67: Capture Veteran Image screen — Reuse Existing Photo; click Next

Capture
Veteran Photo

Step 1 Step 2 Step 3 g Step 4

4

Step 5

Please ensure the photo meets the following requirements:

= Use a white, light blue, or other light-colored background
= No Eyeglasses or electronic devices. (i.e., non-medical
devices)
= Only head gear for religious or medical reasons with
documentation is acceptable ensuring the face is fully visible
= Facial Requirements:
o Head to shoulder view with face centered
o Face cannot touch edge of the photo
o Eyes must be fully visible
o Neutral expression with mouth closed

If you are happy with the existing photo, clicking next will
move on to the next step in the process.

Veteran Health Identification Card 4.29
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The VHIC application will ask the user to confirm that they want to reuse the existing photo for
this Veteran. Click the [OK] button to continue to Step 4: Verify Identity Attributes.

Figure 68: Capture Veteran Image screen — Reuse Existing Photo; click OK

vic.sqa.iam.va.gov says

Are you sure you want to reuse the photo?

teran Health Identification Card (VHIC) Skip to Content

e Card Request Reports

p 2 Step 3 g Step 4
Capture
Veteran Image

Face must be straight forward

No closed eyes

No dark glasses (cannot see eyes)

Tinted glasses OK (can see eyes)

Not mare than one face in image

No open mouth

Face cannot touch edge of photo (hair can, but not face)

© o 0 0 00 o

NOTE: Greyscale pictures are not permitted to appear on the VHIC card. Attempts to use a
greyscale photo will result in an error and you will need to use the [Back] button to capture or
upload a new photo.

Figure 69: Greyscale Photo Error

Step 3 g

Capture
Veteran Image

Veteran Picture does not meet VHIC standards of quality and clarity: Picture cannot be greyscale, must be a color photo.

Face must be straight forward

No closed eyes

No dark glasses (cannot see eyes)

Tinted glasses OK (can see eyes)

Not more than one face in image

No open mouth

Face cannot touch edge of photo (hair can, but not face)

© 000000

Accepted formats are JPG, GIF, PNG, and BMP. For best
results use a 400x400 pixel JPG.

Choose File | No file chosen
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NOTE: If the image does not meet the guidelines or the Veteran would prefer a new photo be
taken or uploaded, this can be done at this point as well by selecting either [Upload from File]
or [Take New Picture].

Figure 70: Replace Picture
Step 2 Step 3 Q] Step 4

Capture
Veteran Photo

Please ensure the photo meets the following requirements:

= Use a white, light blue, or other light-colored background
= No Eyeglasses or electronic devices. (i.e., non-medical
devices)
= Only head gear for religious or medical reasons with
documentation is acceptable ensuring the face is fully visible
» Facial Requirements:
o Head to shoulder view with face centered
< Face cannot touch edge of the photo
o Eyes must be fully visible
o Neutral expression with mouth closed

If you are happy with the existing photo, clicking next will
move on to the next step in the process.

Photo was added on the following date : 04/06/2022

Upload from File Take New Picture

Back Next

51.1.7. Step 4: Select Mailing Address

This screen displays the information retrieved from the Master Person Index (MPI) and the
Veteran Enrollment System (VES) for the selected Veteran.
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The purpose of this screen is to verify the displayed information, and to determine where the

Veteran’s card should be mailed.

Figure 71: Select Mailing Address screen with bad facility address

alth ldentification Card (VHIC)
Home Card Request Reports  Card Management Logged in as.

Step 4

Select Mailing
Address

Bad requesting facility address for Facility ID 508 - no address available
Bad preferred facility address for Facility 1D 983 - no addrass available

eteran ldenti ontirmation

— Status
Card Request Status New

— Veteran |dentity Attribut
First Name VGTESTTHIRTYNIN
Last Name [TESTFOURTYNINE
Preferred Name [THIRTY
Date of Birth [11/16/1960

—Requesting Facility Address
Facility Name |
Facility Address |

—Address

Mail card to: @ address received from Enrollment Services
(& Mﬂ[?ﬁi E:EE Ed e nl

Requesting facility
Preferred facility

Recipiant WGTESTTHIRTYNIN TESTFOURTYNINE

Street 1 [10043 S AVENUE M |
Street 2 | |
Street 3 | |
City [CHICAGO |
State [T |
|

|

|

|

Zip Code [60617-5911

Province |

Postal Code |
Country [USA

Is the address displayed on screen where the Veteran is to receive histher new VHIC \

card?
@ Back Mext

This step provides several mailing options for the card:

e Mail to the address received from Veteran Enrollment Services
e Mail to the address received from MPI
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e Mail to the requesting facility. If requesting facility is not known a message will be
displayed above for the on-hold condition and the Requesting facility button will be
grayed out as in Figure 71: Select Mailing Address screen with bad facility address.

e Mail to the preferred facility. If no preferred facility information has been received from
ES or the preferred facility address is flagged as bad, a message stating why, as well as
additional guidance on how to proceed, will be displayed near the top of the screen. The
Clerk MUST choose one of the remaining viable address options for mailing the card in
order to proceed with the card request process. Selecting a radio button will automatically
update the address information based on the selection. The process cannot continue until
the appropriate radio button has been selected.

NOTE: If Enrollment has flagged the Veteran’s address as bad, a message stating why, as well
as additional guidance on how to proceed, will be displayed near the top of the screen. At this
point, if the Veteran opts to not update their information with ES, the Clerk MUST choose one of
the remaining viable address options for mailing the card in order to proceed with the card
request process.

NOTE: If MPI has flagged the Veteran’s address as bad, a message stating why, as well as
additional guidance on how to proceed, will be displayed near the top of the screen. At this point,
if the Veteran opts not to update their information with MPI or ES, the Clerk MUST choose one
of the remaining viable address options for mailing the card in order to proceed with the card
request process. Selecting a radio button will automatically update the address information based
on the selection. The process cannot continue until the appropriate radio button has been
selected.

Selecting a radio button will automatically update the address information based on the selection.
The process cannot continue until the appropriate radio button has been selected.

If the information on the screen is a correct match, select the [Next] button in the lower right
hand to move forward.

5.1.2. Status Section

At the top of the Step 4 screen is the Status section. When going through the card request
process, one of the following Card Request Status options will be displayed:

e New (first time card request for veteran)

e Replacement (veteran is replacing a prior card

e On Hold (request is already in progress, returning to correct selections, update photo, or
change status)
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5.1.21. Step 5: Save Card Request

Step 5 — Save Card Request — gives the VHIC user and the Veteran one more opportunity to

review all of the information on the screen for accuracy.

Figure 72: Save Card Request review screen

Step 5 @

Save
Card Request

Veteran Card Details

. ‘ Service Connected N Card Number
VA @ e Medal of Honor N Member ID
Purple Heart N ICN
Prisoner of War N Plan ID
VISN
[ T IR TRRTRTR TN o
: s Facility
Name as it will appear on card: Date of Birth
FOUR O MVIPATIENT I
Preferred name:
PREFERREDNAME
Address card will be mailed to:
FOUR ONE MVIPATIENT Ill
123 SESAME STREET No Branch of Service is available
FRONT ROYAL, VA 22630 USA @
Foreign Mailing Address? [
e Reason for Hold:

Not Applicable
Replacement Reason:

Mot a replacement card

This screen contains the following information for review:

e Name as it will appear on card

2107348530
1012991005v582194
7346-243-588

7

508

8/22/1985

Back Submit

e Address card will be mailed to (this also contains the name as it will appear in the

mailing address)
e Replacement reason (if applicable)
e Reason for hold (if applicable)
e Service connected status
e Medal of Honor status
e Purple Heart status
e Prisoner of War status
e Branch of Service selection
e Date of Birth
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Other fields that either will be populated or will populate upon final submission are:

e (Card Number (populates upon final submission)

e Member ID

e ICN

e Member Benefit Plan ID

e VISN and Facility where request is being processed

5.1.2.2. Branch of Service

If available, the Veteran’s Branch of Service options will be displayed on screen. The Veteran
should be given the opportunity to select which logo they would prefer to appear on their card or
if they would like to decline the logo option altogether (default). The appropriate radio button
should be selected based upon the Veteran’s preference. Only those branches of service that are
listed in the Veteran Enrollment System and in which the Veteran has served will be shown. This
will need to be chosen before submitting the card request.

NOTE: Only one Branch of Service logo can appear on the card; those with more than one
branch will have to select one or decline to show any logo.

Figure 73: Branch of Service Selection

Branch Of Service
a Army
7 Veteran Declines Branch of Service Logo

(2]
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5.1.2.3. Mailing Address Verification

Veterans with a foreign mailing address, have different postage requirements. The system
defaults this value based on predefined rules. Leave the default in-place unless specific
instruction has been provided by administrators to alter selection.

Figure 74. Veteran With Foreign Mailing Address

Step 5 g

Save
Card Request

Veteran Card Details

Service Connected N

Card Number

Medal of Honor N Member ID
Purple Heart N ICN
Prisoner of War N Plan ID
VISN

| U0 O O i

_ ’ Facility

Name as it will appear on card: Date of Birth

FOUR O MVIPATIENT IlI

Preferred name:

PREFERREDNAME

Address card will be mailed to:

FOUR ONE MVIPATIENT III

123 SESAME STREET No Branch of Service is available

FRONT ROYAL, VA 22630 USA @

Foreign Mailing Address? [

@ Reason for Hold:

2107346530
1012991005V582194
7346-243-588

7

508

8/22/1985

If a change to the default is made (Veteran has a foreign mailing address) A pop-up message will
appear asking you to confirm the Foreign Address Setting. Click Yes to continue or Cancel to

return.

Figure 75. Confirm Foreign Address Setting

Foreign Mailing Address

Are you sure you want to change the
default setting for this address?

Yes Cancel
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After the card and information have been confirmed, click the Submit button at the bottom of the
page to advance the request.

5.1.2.4. Photograph Verification

After reviewing and approving the card details the VHIC user will click the [Submit] button. A
pop-up box will appear requiring the clerk to acknowledge that they have approved the final
picture that will be submitted for card printing. Selecting ok will allow the process to continue
and submitting the request possible.

Figure 76: Verify Veteran Photo

it will appear on card: Date of Birth 8/22/1985
AVIPATIENT [lI

Validate Veteran Photo

Baine | acknowledge that the veteran

picture meets VHIC standards for
quality and clarity of features.

sard will be mailed to: cuoll i
E MVIPATIENT IlI
ME STREET No Branch of Service is available

Should a new photograph be needed, the user may select [Cancel] and use the [Back] button to
return to Step 3: Capture Veteran Image.

Figure 77: Photo Does Not Meet VHIC Standards

Service Connected N Card Number
Medal of Honor N Member ID 2107346530
Purple Heart N ICN 1012991005V582194
Prisoner of War N Plan ID 7346-243-588
‘ ) VISN 7
_ 100 0 0 00 A0 00 y Eacility 508
Name as it will appear on card: Date of Birth 8/22/1985

FOUR O MVIPATIENT IlI
Validate Veteran Photo

Preferred name: | acknowledge that the veteran

DAWN PREFNAME picture meets VHIC standards for
quality and clarity of feature:
Address card will be mailed to: R |
FOUR ONE MVIPATIENT IlI
123 SESAME STREET No Branch of Service is available
FRONT ROYAL, VA 22630 USA @
Foreign Mailing Address? (J
@ Reason for Hold:
Bad data O
Replacement Reason:
Lost \

Back Submit
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Once veteran photo has been approved the user may continue with the request.

5.1.2.5. Submit Card Request: New

If the card is a new request, meaning the Veteran has never had a VHIC prior to this request; the
Replacement Reason section will state the following: Not a replacement card.

Upon submission, a Card Number will be generated as well as an Expiration Date and Card
Request Date.

The colored field will change from yellow to green and the corresponding Card Status will
change from Pending to Submitted.

Figure 78: New Card Request Submitted

Veteran Card Details

) Service Connected N Card Number
: Medal of Honor N Member ID 2107346530
i Purple Heart N ICN 1012991005V582194
Prisoner of War N Plan ID 7346-243-588
LR B TS I TRE TR TR T i !
Facility 508
Name as it will appear on card: Date of Birth 8/22/1985

FOUR O MVIPATIENT IlI

Preferred name:
e _

Address card will be mailed to:
FOUR ONE MVIPATIENT Il

123 SESAME STREET No Branch of Service is available
FRONT ROYAL, VA 22630 USA o
Foreign Mailing Address? (J
e Reason for Hold:
Not Applicable

Replacement Reason:

Not a replacement card

5.1.3. New VHIC: Veteran has NOT been Level 2 Proofed
through Identity Management Toolkit

Should the Veteran not be Level 2 proofed after completing Steps 1-4 of the card request process
(Beginning with Creating a VHIC Card — The Card Request Process) the process changes.
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5.1.31. Step 5: Save Card Request Veteran Not Proofed

Since this Veteran has NOT had their Identity Proofing completed in the Identity Management
Toolkit prior to starting the card request process, the Reason for Hold section will state the
following: Veteran Not Proofed. The VHIC user will only be presented with the [Back] and
[Hold] buttons. When the [Hold] button is selected a pop up will appear for the VHIC user to
confirm this action. Selecting [OK] will save the request and put the request On Hold.

Figure 79: Save Card Request review screen

Step 5 Ql

Save
Card Request

Veteran Card Details

>VA o ' Service Connected Y  Card Number
e H Medal of Honor N Member ID 2114518630
“ Purple Heart N ICN 1013804165V486765
Prisoner of War N Plan ID 7346-243-588
e T i v
X g Facility 508
Name as it will appear on card: Date of Birth 7/10/1950
TWENTY VAPERSON
Address card will be mailed to:
TWENTYARPERSON Card Status Pending
STARAWEIS 14
GOLAGZEWY, 32-340 POL Card Request Date
Foreign Mailing Address?
@ Branch Of Service
O Navy
O Coast Guard
Replacement Reason: @® Veteran Declines Branch of Service Logo
Not a replacement card @

Reason for Hold:

Veteran not proofed

Bad data o \

Back Hold

The Veteran Detail information should still be reviewed for accuracy and Branch of Service
information confirmed before selecting the [Hold] button to continue.
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A pop-up box will appear for the hold status to be verified and for the VHIC Clerk to confirm
that they are aware the request will appear on tracking reports.

Figure 80: Save Request With On Hold Status

VISN 7
[LNTRL IR Facility 508
~ill appear on card: Date of Birth 8/22/1985

\PERSON Card will be placed on-hold

Card requests placed on-hold require

rd will be mailed to:
manual release due to one or more of

5 :
\PERSON the following reasons: ending
S14 ES is unavailable, eligibility pending,

IY, 32-340 POL or bad data.

fBG Seci ae The On-Hold report under the

Reports tab is available for tracking
these requests.

1t Reason: o
ement card — Reason tor Hola:

Eligibility Pending

Veteran not proofed
5.1.3.2. Photograph Verification

After confirming the status of the request. A second pop-up box will appear requiring the clerk to
acknowledge that they have approved the final picture that will be submitted for card printing.

Selecting [OK] will allow the process to continue and submitting the request possible.

Figure 81: Validate Veteran Photo

(0T

Facility 5(
2ar on card: Date of Birth 8/
IN
e mailed to:
IN _ aved O
Validate Veteran Photo
2121120
10 POL | acknowledge that the veteran | I
dress? picture meets VHIC standards for
quality and clarity of features.
OK Cancel
= AIr Force
mn: Veteran Declines Branch of Service Logo

ard
(7}
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Should a new photograph be needed, the user may select [Cancel] and use the [Back] button to
return to Step 3: Capture Veteran Image..

Figure 82: Photo Does Not Meet VHIC Standards

Name as it will appear on card:

TWENTY VAPERSON

Address card will be mailed to:

TWENTY VAPERSON
STARAWEIS 14
GOLACZEWY, 32-340 POL
Foreign Mailing Address?

Replacement Reason:
Not a replacement card

Once veteran photo has been approved by the user, they may continue with the request.

Service Connected Y

Medal of Honor N
Purple Heart N
Prisoner of War N

Card Number
Member 1D
ICN

Plan ID

VISN

Facility

Date of Birth

2114704787
1013896234V738535
7346-243-588

7

508

8/10/1952

[ " oema s

Validate Veteran Photo

| acknowledge that the veteran
picture meets VHIC standards for

Saved On Hold
02/21/2024

quality and clarity of featureg

OK Cancel

® Air Force

O Veteran Declines Branch of Service Logo

Reason for Hold:
Bad data O
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Upon submission, a Card Number will be generated as well as the Card Request Date. The
colored field will change from yellow to orange and the corresponding Card Status will change
from Pending to Saved on Hold.

Figure 83: Card Request Saved on Hold — Veteran Not Proofed
Step 5 Q

Save
Card Request

Veteran Card Details

Service Connected N Card Number 15954

VA @ P ” Medalof Honor N Member ID 2107713100
\J Purple Heart N ICN 1013020496V458259
“ Prisoner of War N Plan ID 7346-243-588
VISN 7
; ;
| AEE O 0000 N | Facility 508
Name as it will appear on card: Date of Birth 8/22/1985
TWENTY VAPERSON Expiration Date
Address card will be mailed to:
TWENTY VAPERSON Card Status Saved On Hold
STARAWEIS 14 Card Request Date  03/06/2024
GOLACZEWY, 32-340 POL
Foreign Mailing Address?
e No Branch of Service is available
Not a replacement card Reason for Hold:
Veteran not proofed
IMPORTANT. This Veteran still needs to have their Identity Proofing completed. /
Follow the steps below:

1. Copy the Veteran's ICN above and click here to open the Identity Management ToolKit in another window.
2. Complete Proofing for the Veteran in Identity Management ToolKit.

3. Enter Veteran's ICN on Step 1 of the VHIC Card Request Process.

4. Complete card request process and submit.

Since the Veteran that this card request was for still needs to be proofed, the VHIC system will
display the message below that will include the next steps that the VHIC clerk will need to
follow to complete the proofing process.

IMPORTANT: This Veteran still needs to have their Identity Proofing completed. See 4.2
Proofing Process and Steps before requesting a VHIC card.

Follow the steps below:

1. Copy the Veteran's ICN above and click here to open the Identity Management Toolkit in
another window.

2. Complete Proofing for the Veteran in Identity Management Toolkit.
3. Enter Veteran's ICN on Step 1 of the VHIC Card Request Process.
4. Complete card request process and submit.

The words REDACTED are a hyperlink that the VHIC user can click on to be able to open the
Identity Management Toolkit application in another browser window.
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https://mvitkssoi-prod.aac.va.gov/imdquiWeb/login.do

5.1.4. Resuming an On Hold VHIC Request:

When the Clerk resumes a card request that has been placed On Hold, they will still be taken
through the same steps as though it was a New Card or a Replacement. The Clerk won’t be
shown that this is an On Hold Request until they get to Step 4.

5.1.4.1. Step 4 Status Section Request on Hold

At the top of the Step 4 screen is the Status section. Since this card request for the Veteran was
placed on hold, the status of On Hold will be listed along with the On Hold reason. Review the
Veteran Identity Attributes and Mailing Address to ensure the information has not changed since
the request was placed On Hold.

Once the review is complete and the information verified click the [Next] button to continue.
Figure 84: Step 4 Status On Hold.

Step 4

Select Mailing
Address

WARNING: Veteran not Identity Proofed
(Select the address to have card mailed to and click Next to place the card request on hold)

‘WARNING: Bad MVI address - no address available

Veteran Identity Confirmation

—Statu
Card Request Status On Hold

Veteran not proofed

—Veteran Identity Attributes
First Name TWELVE
Last Name [VAPATIENT

Preferred Name

Date of Birth | |

—Requesting Facility Addr
Facility Name  [ATLANTA VAMC \
Facility Address [1670 CLAIRMONT RD |
[DECATUR, GA 30033 USA |

—Addr

Mail card to: @ address received from Enroliment Services
Address received from MV
O Requesting facility
O Preferred facility ( 580 - HOUSTON VANC )

Recipient [TWELVE SIX VAPATIENT |
Street 1 [14164 LAKEPOINT DR |
Street 2 | |
Street 3 | |

City [WILLIS |

|
\
|
|
|

State TX

Zip Code [77318-3164

Province |

Postal Code |

Country [USA

Is the address displayed on screen where the Veteran is to receive hisfher new VHIC \

card?
@ Back Next
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5.1.4.2. Step 5 Completing the On Hold Card Request

Once reaching Step 5, the VHIC user can now click [Submit] to remove the On Hold status and
complete the card request.

Figure 85: Save Card Request review screen; click Submit

Step & @

Save
Card Request

Veteran Card Details

B Service Connected Y Card Number
g e ﬂ Medal of Honor N Member ID 2114704787

@ Purple Heart N ICN 1013896234V738535
“ Prisoner of War N Plan ID 7346-243-588
VISN 7
00 0 00 ! Facility 508
Name as it will appear on card: Date of Birth 8/10/1952

TWENTY VAPERSON

Address card will be mailed to:
TWENTY VAPERSON Card Status Saved On Hold

LSS Card Request Date  02/21/2024
GOLACZEWY, 32-340 POL

Foreign Mailing Address?

@ —Branch Of Servic

O Space Force

O Air Force
Replacement Reason: @® Veteran Declines Branch of Service Loge
Not a replacement card @

Reason for Hold:
Bad data a

Back Submit

5.1.4.3. Photograph Verification

After reviewing and approving the card details the VHIC user will click the [Submit] button. A
pop-up box will appear requiring the clerk to acknowledge that they have approved the final
picture that will be submitted for card printing. Selecting ok will allow the process to continue
and submitting the request possible.

Figure 86: Verify Veteran Photo
Validate Veteran Photo

| acknowledge that the veteran
picture meets VHIC standards for
guality and clarity of features.

OK Cancel
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Should a new photograph be needed, the user may select [Cancel] and use the [Back] button to
return to Step 3: Capture Veteran Image.

Figure 87: Photo Does Not Meet VHIC Standards

[

Name as it will appear on card:
TWENTY VAPERSON

Address card will be mailed to:

Date of Birth

TWENTY VAPERSON

STARA WEIS 14
GOLACZEWY, 32-340 POL
Foreign Mailing Address?

Validate Veteran Photo

| acknowledge that the veteran

picture meets VHIC standards for

quality and clarity of featureq

OK Cancel

8/10/1952

Replacement Reason:
Not a replacement card

T T OTCE

O Veteran Declines Branch of Service Logo

Reason for Hold:
Bad data (=]

AN

Back Submit

Once veteran photo has been approved the user may continue with the request.

The below screen shows that the Card Request was submitted successfully.

If a Branch of Service was selected on the previous screen. The designated choice will appear
here, as well as the Expiration Date and the Replacement Reason.

Figure 88: Card Request Submitted

Step 1 Step 2
Enter elect
Search Terms etera

Step 3

Step 4

Step § gj

Save
Card Request

TWENTY VAPERSON

TWENTY VAPERSON
STARAWEIS 14
GOLAGZEWY, 32-340 POL
Foreign Mailing Address? Yes

Replacement Reason:
Not a replacement card

Name as it will appear on card:

Address card will be mailed to:

Veteran Card Details

Service Connected Y
Medal of Honor N
Purple Heart N
Prisoner of War N

Card Number
Member ID
ICN

Plan ID

VISN

Facility

Date of Birth
Expiration Date

15902

2114704787
1013896234V738535
7346-243-588

[

508

8/10/1952

22112034

Air Force

Reason for Hold:
Not Applicable
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5.2. VHIC Card Replacement

5.2.1. VHIC Replacement for Veteran Level 2 Proofed
through Identity Management Toolkit

Placing a request for a Replacement VHIC Card follows the same steps as creating a New Card
Request found in New VHIC Card Request until the user reaches Step 4. If the Veteran has an
existing VHIC card the user will notice some different options.

5.2141. Step 4: Review Verified Identity Attributes

This screen displays the information retrieved from the Master Person Index (MPI) and the
Veteran Enrollment System (VES) for the selected Veteran. Even though this is a replacement
card, these attributes should be review for accuracy and Reason for Replacement information
entered.

Figure 89: Replacement Card Step 4

Step 4

Select Mailing
Address

Veteran Identity Confirmation

—Statu
Card Request Status Replacement
ReplacementReason|[ ]|

Damaged [ vl

—Veteran Identity Attributes
First Name NGTESTFIFTYONE ‘

Last Name TESTSIXTYTHREE |

Preferred Name | |

Date of Birth [12/26/1955 |

—Requesting Facility Addr
Facllity Name [ATLANTA VAMC |

Facility Address [1670 CLAIRMONT RD |
[DECATUR, GA 30033 USA \

r—Addre
Mail card to:

@ Address received from Enroliment Services
O Address received from MVI

O Requesting facility

= Preferred facility ( 983 - CHYSHR )

Recipient NGTESTFIFTYONE TESTSIXTYTHREE ‘
Street 1 ‘10078 D STREET ‘
Street 2 | |
Street 3 | |

city RESTON |

State VA |

|
|
|
|

Zip Code [20791

Province |

Postal Code |
Country [USA

Is the address displayed on screen where the Veteran is to receive his/her new VHIC

card?
@ Back Next
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5.2.1.2. Status Section

At the top of the Step 4 screen is the Status section. When going through the card request
process, one of the following Card Request Status options will be displayed: New, Replacement,
or On Hold. If the card was previously placed on hold, the reason it was placed on hold will be
listed here as well. If this is not the first card for the Veteran, the status of Replacement will be
listed along with a drop-down list for selecting a Replacement Reason.

Figure 90: Card Request Status section

Status

Card Request Status Replacement
Replacement Reason NOT SELECTED ﬂ

If the Card Request Status is Replacement, a selection must be made from the drop-down list as
to why the card is being replaced. The available options are: Damaged, Expired, Incorrect
Information, Lost, Poor Quality, or Stolen.

5.2.1.3. Replacement Options

If the Card Request Status is Replacement, a Replacement Reason will have to be provided
before the card request process can continue. Based on the primary replacement reason selected,
a secondary reason may need to be provided. The options selected here will appear on the final
Step 5 screen under Replacement Reason.

The following are the available primary replacement reasons:

e Damaged

e Deactivated

e Expired

e Incorrect information
e Lost

e Poor Quality

e Stolen

Figure 91: Replacement Reason drop-down list

Card Request 5Status Replacement

{Replacement Reason [Rleigs=1z
5 Damaged
| Expired
i ! o t Infi ti
Weteran Identity Attriby Ln;;rrec RSN
’ First Name |Poor Quality

Stolen 1
LastName b
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If Poor Quality is selected as a primary replacement reason, one of the following must be
selected:

e Photo
o Text
e Other

Figure 92. Poor Quality Replacement Reasons

Card Request Status Replacement

Replacement Reason | Poor Quality v |
Poor Quality |[NOT SELECTED v |

OT SELECTED

Other
—\eteran ldentity AttribL Photo —_—

First Name 12Xt
Unspecified E

—

It B s

If Damaged is selected as a primary replacement reason, one of the following must be selected:

e Barcode not working
e Magnetic stripe not working
e Other physical damage

Figure 93: Damaged Replacement Reasons

Card Request Status Replacement

Replacement Reason | Damaged v
Damaged |NOT SELECTED v|
OT SELECTED i

Barcode not working
— Veteran Identity AttribL Magnetic stripe not working -

First Name Other physical damage [
Unspecified

| omomd Bl -
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If Incorrect Information is selected as a primary replacement reason, one of the following must

be selected:

e Branch of Service
e Date of Birth

e Member ID

e ICN

e Member Benefit Plan ID
e Name

e Photo

e Prisoner of War

e Purple Heart

e Service Connected
e Other

Figure 94: Incorrect Information Replacement Reasons

Card Request Status Replacement

Replacement Reason [Incorrect Information v |

Incorrect Information [NOT SELECTED ~|
OT SELECTED a

Branch of Service
—\eteran Identity AttribL Date of Birth A
: ICN F
FiSt Name IMember Benefit Plan ID =
Last Name wlember ID
Preferred Name Name
Other 2
Date of Birth ppoto
Prisoner of War
Purple Heart
—Requesting Facility Ad Service Connected -

Eacilitv Name _lJp_Sp_E_inﬁEd___" . Il

5.2.2. Step 5: Save Card Request

This brings us to Step 5 — Save Card Request. This screen allows the VHIC Admin to verify all

of the information shown on the screen as being correct.
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If the information on the screen is a correct match, and the Branch of Service is confirmed, select
the [Submit] button in the lower right hand to move forward.

Figure 95: Save Card Request review screen

Veteran Card Details

Service Connected Y Card Number

VA i‘; h=2=4 Medal of Honor N Member ID 2110317517
“ Purple Heart N ICN 1013629589V434443
Prisoner of War N Plan ID 7346-243-588
LR RN R TR TR izt L
: : , Facility 508
Name as it will appear on card: Date of Birth 12/26/1955
VGTESTFIFTYONE TESTSIXTYTHREE
Preferred name:
Card Status Pending
Card Request Date
Address card will be mailed to:
VGTESTFIFTYONE TESTSIXTYTHREE
10078 D STREET —Branch Of Servics
RESTON, VA 20191 USA O sy Foe
e ® Veteran Declines Branch of Service Logo
Replacement Reason:
Damaged Reason for Hold:
Magnetic stripe not working Bad data o
Back Submit

5.2.21. Photograph Verification

As with any Card Request, the Veteran Photo must be verified before the request can be

submitted.

Should a new photograph be needed, the user may select [Cancel] and use the [Back] button to

return to Step 3: Capture Veteran Image.

Figure 96: Photo Does Not Meet VHIC Standards

ENT I | acknowledge that the veteran
picture meets VHIC standards for
quality and clanty of feature:

L= Prisoner of War N Plan ID 7346-243-588
. VISN 7
LTSN TR R ] : 508
ppear on card: alidate Vel photlo Birth 8/22/1985

E - Pending

‘Card Request Date

| be mailed to:
TIENT I
REET No Branch of Service is available
A 22630 USA @
Reason for Hold:
ason: Bad data [

N\

Back
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Once veteran photo has been approved the user may continue with the request.

5.2.2.2. Save Card Request: Replacement

Saving and submitting a replacement card request is essentially the same as submitting a new
card request. The only variation will be the replacement reason. The selections made earlier in
Step 4 will be reflected on this screen under the Replacement Reason section.

Figure 97: Replacement Card Request Submitted
Step 1 Step 2 Step ! Step 4 Step &6 g

Save
Card Request

Veteran Card Details

VA Service Connected Y Card Number 14657
|

e Medal of Honor N Member ID 2110317517
=g Purple Heart N ICN 1013629589V434443
“ Prisoner of War N Plan ID 7346-243-588
) VISN 7
LA DR TR TR TR DRI ) Facillty 508
Name as it will appear on card: Date of Birth 12/26/1955
VGTESTFIFTYONE TESTSIXTYTHREE Expiration Date  1/30/2033

Preferred name:
SELMA

Address card will be mailed to:

VGTESTFIFTYONE TESTSIXTYTHREE
10078 D STREET Veteran Declines Branch of Service Logo

RESTON, VA 20191 USA
Reason for Hold:

Replacement Reason: Not Appiicable
Damaged
Magnetic stripe not working

5.3. On Hold Reasons Explained
5.3.1. Veteran Not Proofed:

User did NOT complete the proofing process using the Identity Management Toolkit application
PRIOR to creating a VHIC request.

If the VHIC user started the VHIC card request BEFORE going into the Identity Management
Toolkit application and completing the proofing process, the VHIC application will display the
Warning message on Step 4 of the card request process indicating that the Veteran has NOT been
Identity Proofed.
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The VHIC user will see Veteran not proofed as the Reason for Hold on Step 5. The VHIC
application will allow you to save the card request on hold. The card request will be saved for 30
days.

Figure 98: Veteran Not Proofed Warning message on Step 4: Select Mailing Address

Veteran Health Identification Card (VHIC) ) ) ; ) ) - SIIrtip to Contant

Card Request Reports Card Mll:mgumunl I_ogge-.’_! in as:

Step 4

Selbect Mailing
Address

WARNING: Veteran not |dentity Proofed
(Select the address to have card mailed to and clck Next 1o place the card request on hald)

Figure 99: Reason for Hold: Veteran Not Proofed

Reason for Hold:

eteran not proofed

Bad data O

Once the VHIC user completes the Identity Proofing in the Identity Management Toolkit
application, they can return to the VHIC application to take the card request off hold. The VHIC
user will start a card request as they would normally. The VHIC user will see the On Hold
Reason — Veteran Not Proofed displayed on Step 4 of the card request process.

Figure 100: Card Request Status: On Hold - Veteran Not Proofed

Veteran Identity Confirmation

Status
Card Request Status On Hold

Veteran not proofed

Continue with the card request process and submit the card request as outlined in section 4.3
Resuming an On Hold VHIC Request: Veteran NOT Level 2 Proofed Hold Reason

NOTE: There is a background job that runs every morning at 8:00 a.m. Eastern Time that will
check the proofing status of any cards placed on hold. As long as there are no other issues with
the card request, the job will submit the card request to the print vendor.
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5.3.2. Enroliment Services Unavailable

If you get to Step 6 and see the message “Enrollment Unavailable” displayed under Reason for
Hold, which means that VHIC is unable to communicate to Enrollment Services at this time,
select the Branch of Service (if available) and click on the [Hold] button. This will save the card
request for 30 days.

Figure 101: Reason for Hold: Enroliment Unavailable

Reason for Hold:

Enrollment unavailable

Bad data []

Next, log a ticket by calling the Enterprise Service Desk at REDACTED , option #3
(Applications), then option #1 or create a ticket through the [yourIT] shortcut on your desktop.

NOTE: There is a background job that runs every morning at 8:00 a.m. Eastern Time that will
check the eligibility status of any cards placed on hold.

o If'the Eligibility status is confirmed as “Eligible” and there are no other issues with the
card request, the job will submit the card request to the print vendor.

e If'the Eligibility status is confirmed as “Not Eligible”, the card request will be terminated,
and no card will be issued.

5.3.3.  Eligibility Pending

If you get to Step 6 and see the message “Eligibility Pending” displayed under Reason for Hold,
which means that Veteran Enrollment Services has returned an eligibility status of “Pending” at
this time, select the Branch of Service (if available) and click on the [Hold] button. This will
save the card request for seven (7) days.

Figure 102: Reason for Hold: Eligibility Pending

Reason for Hold:

Eligibility Pending

Bad data []

NOTE: The Veteran should go to Veteran Enrollment Services to have the record updated as
needed. There is a background job that runs every morning at 8:00 a.m. Eastern Time that will
check the eligibility status of any cards placed on hold.
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o If'the Eligibility status is confirmed as “Eligible” and there are no other issues with the
card request, the job will submit the card request to the print vendor.

o If'the Eligibility status is confirmed as “Not Eligible” or is not updated within Seven (7)
days, the card request will be terminated, and no card will be issued.

5.3.4. Bad Data — Other

If you get to Step 6: Save Card Request and any information that is displayed on the screen needs
to get changed/updated, click the checkbox next to Bad Data under Reason for Hold. A Details
field with be displayed and you can enter a description on what information needs to be updated.
Then select the Branch of Service (if available) and click on the [Hold] button. This will save the
card request for 30 days.

Figure 103: Reason for Hold: Bad Data — Name Spelled Wrong

Reason for Hold:

Bad data [/
Details: Mame Spelled Wrong

The Veteran should go to Veteran Enrollment Services to have the record updated as needed. A
card request placed on hold with Bad Data as the Reason for Hold will NOT be updated and
submitted by the background job.

The Veteran will need to return to complete the card request after they have had the information
updated. You will need to start a card request as you would normally. On Step 4 of the card
request process, you will see the On Hold Reason — Bad Data: (reason entered when saved)
displayed.

Figure 104: Card Request Status: Replacement on Hold - Bad Data: Name Spelled Wrong

Veteran Identity Confirmation

Status
Card Request Slatusl Replacement On Hold |

| Bad Data: Name spelled wrong.|
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Continue with the card request process. When you get to Step 6, you will need to uncheck the
checkbox next to Bad Data in order to be able to submit the card request.

Figure 105: Reason for Hold: Bad Data Unchecked

Bad data [ ]

Reason for Hold:

5.3.5. No EDIPI

If you get to Step 6 and see the message “No EDIPI” displayed under Reason for Hold, it means
that the VA does not have Defense Enrollment Eligibility Reporting System (DEERS) data for
that individual at this time. Select the Branch of Service (if available) and click on the [Hold]
button. This will save the card request for thirty (30) days and a request will be generated for HC
IdM remediation once you select the hold button.

Figure 106: Reason for Hold: No EDIPI

Address card will be mailed to:
SIX VAPATIENT

1217 MARLBORC DR

LITTLE ROCK, AR 72201 USA

]

Replacement Reason:
Lost

Card Status Pending
Card Request Date

—Branch Of Servic

O Navy
@ Veteran Declines Branch of Service Logo

o

No EDIPI

Bad-daie -

Back
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A Confirmation message will appear, select the [OK] button.

Figure 107: On Hold Request Confirmation Box
. Card will be placed on-hold

Card requests placed on-hold require
manual release due to one or more of
the following reasons:

ES is unavailable, eligibility pending,
or bad data.

The On-Hold report under the
Reports tab is available for tracking
these requests.

OK Cancel

If a second request is generated before the thirty (30) days, the user will get a message indicating
that a request is open in the system.

Figure 108: Active Request Exists in System Message

Step 2 Step 3 Step 4 Step 5 Q

Save
Card Request

A sarvice request for EDIPI generation already exists - pleasa allow time for completion.

Veteran Card Details

Service Connected N Card Number 12273

Medal of Honor N Member ID
Purple Heart N ICN 1012991008V153263
Prisoner of War N Plan ID 7346-243-588
) VISN 7
O O e Facility 508
Name as it will appear on card: Date of Birth 4/4/1987
SIX F MPIPATIENT Expiration Date  9/26/2028

5.3.6. Imprecise Date of Birth

If you get to Step 6 and see the message “Invalid Date of Birth” displayed under Reason for
Hold, it means that the VA received an imprecise Date of Birth, such as Month/year instead of
Month/Date/Year. A request needs to be created for HC IdM remediation.
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Select the Branch of Service (if available) and click on the [Hold] button. This will save the card

request for thirty (30) days and generate the remediation request for HC 1dM.
Figure 109: Reason for Hold: No EDIPI

Home Card Request  Reports  Card ite Man Logged in as:

Step § (:

% < I Save
a \dilre Card Request

Veteran Card Details

Service Connected N Card Number

g\\; Medalof Honor N Member ID 2107710011
Purple Heart N ION 1013020501V903479

Prisoner of War N Plan 1D 7346-243-588
. VISN 7
N SR A Facility 508
Name as it will appear on card:
THREE M MPIPATIENT
Address card will be mailed to: =
MISS THREE MIDDLE MPIPATIENT Card Status Pendlng
123 SESAME STREET [Card Request Date
RIVERTON, VA 22630 USA
L]

No Branch of Service is available

Replacement Reason:

Not a replacement card
Reason for Hold:

Eligibility Pending /
Invalid Date of Birth

Bad data

Buck

A Confirmation request message will appear, select the [OK] button.

Figure 110: On Hold Request Confirmation Request
Card will be placed on-hold

Card requests placed on-hold require
manual release due to one or more of
the following reasons:

ES is unavailable, eligibility pending,
or bad data.

The On-Hold report under the
Reports tab is available for tracking
these requests.

OK Cancel
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The screen will change showing that the Card Request Status has been updated and saved.

Figure 111: Saved on Hold

Veeteran Health Identification Card (VHIC) Skip to Content
Home Card Request Reports  Card Management  Site Management Logged in as:

Step 5 g

Save

Card Request

Veteran Card Details

Service Connected N Card Number 11943

g o Medalof Honor N Member ID 2107710011
5 Purple Heart N ICN 1013020501V903479
Prisoner of War N Plan ID 7346-243-588

- VISN 7

R0 O O N Facility 508
Name as it will appear on card: Date of Birth
THREE M MPIPATIENT Expiration Date /
Address card will be mailed to:
MISS THREE MIDDLE MPIPATIENT Card Status Saved On Hold
123 SESAME STREET ICard Request Date  03/04/2021

RIVERTON, VA 22630 USA

No Branch of Service is available
Replacement Reason:

Not a replacement card
Reason for Hold:
Eligibility Pending
Invalid Date of Birth

5.3.7. Manual Review Required

If you get to Step 5 and see the message “Manual Review Required” displayed under Reason
for Hold, it means that the veteran has submitted their request through the VA Self Service
Portal and the request could not be completed without VA review. The hold could be due to an
error with the picture, information change request, etc. Once the manual review has been
completed a background process will clear the hold. Submitting the request Unchecking the Card
Hold manually will not clear the hold even if the TK task has been successfully processed. See
VHIC User Guide Vol 6 Self Service Process for information about this type of request.

Figure 112: Manual Review Required Hold.

Reason for Hold:
Manual review required

Bad data [
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5.3.8. No Facility Address

If you get to Step 5 and see the message “No Facility Address” displayed under Reason for
Hold, it means that there is no facility address on file.

Figure 113 No Facility Address

Reason for Hold:
Mo Facility Address

Bad data

5.4. Requesting a VHIC for a Veteran within ten (10) days of a
previous VHIC request

VHIC Users 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.”

Figure 114: Replacement Card has been requested within the past 10 days

step2 (Y
Select
Veteran
[This Veteran has a recent VHIC request in process. Please remind the Veteran the VHIC should be received within 10 days after the reques’
was submitted.
Picture Full Name SSN DOB DOD Gender
ELEVEN M MVIPATIENT XXX-XX-0069 10/10/1952 MALE

@ Back

If for some reason a new VHIC request must be made to include any changes within 10 days of
the previous card request, ONLY the VHIC Administrator will be able to submit a new 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 to deactivate the submitted card request.
Once the VHIC user is notified that their card request has been deactivated, they can submit a
new card request with the corrected information

Information to include in the request are listed below:

e Veteran’s First and Last Name
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e Member ID and/or Card Number
e Site Point of Contact

e Reason for needing a new card requested within 10 days of the previous request.

NOTE: If the Member ID and/or Card Number are not available, provide the Date of Birth and
SSN instead.

5.5. Requesting a VHIC for a Veteran with an existing Date of
Death

VHIC Users will not be able to request a new VHIC for a Veteran if a Date of Death has been
reported for them.

They will be shown a message on Step 2 of the VHIC card request process stating:

Card requests for deceased veteran(s) are not allowed. All Cards for deceased veteran(s)
have been deactivated in VHIC and unlinked in MPI.

Figure 115: Deceased Veteran Notification

Step 2 Q

Select
Veteran

Card requests for deceased veteran(s) are not allowed.
All Cards for deceased veteran(s) have been deactivated in VHIC and unlinked in MVI.

Picture Full Name SSN DOB DOD Gender
ELEVEN M MVIPATIENT XXX-XX-1123 12/22/11990 02/02/2017 FEMALE
@ Back

The Veteran should be referred to Veteran Enrollment Services. This could be to either the
facility enrollment department (possibly parent facility), or the HEC Enrollment & Eligibility
Division or assistance.

6. Card Deactivations

Card deactivations can ONLY be completed by the VHIC Administrator. 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 are listed below:

e Veteran’s First and Last Name
e Member ID and/or Card Number
e Site Point of Contact

¢ One of the following deactivation reasons:
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Cancelled/Declined (enrollment)
Damaged

Deceased

Identity Theft

Lost

Stolen

Other — With detailed explanation

0O O O O O O O

NOTES:

e [fthe Member ID and/or Card Number are not available, provide the Date of Birth and
SSN instead.

e Once the VHIC user is notified that their card request has been deactivated, they can
submit a new card request with the corrected information.

VHIC Administrators can find detailed information on how to deactivate all of the VHICs for a
given Veteran in the Veteran Health Identification Card User Guide - Volume 3 — Admins
document.

7. 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 Identification Card User Guide -
Volume 2 - Reports document.

8. Troubleshooting

For a through set of troubleshooting guidelines, please refer to the Veteran Health Identification
Card User Guide - Volume 4 - Troubleshooting document.
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