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Web Base OnBase Instruction for Amending Benefits 

 

 
1. Go to the VS-21A Applications. 
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2. All the VS-21A’s will come up. 
3. Click on the green plus. 
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4. Enter the Benefit Start Date on the month you would like to amend. 
5. If anything has changed in their income, rent, sharing or heat. Make sure you re-calculate the benefits. 

 

6. Click on the Benefits (VSO) tab (blue arrow), then click Amend Open Benefits (yellow arrow). 
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7. This is where you can amend all the benefits from the benefit start date you chosen forward. 
8. Click in the row to want to change the amount 
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9. Change the amount then click on Save and Close, now that line has been updated. 
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10. You can also change an amount from using the pencil. 
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11. Once the pencil is clicked on, you can click in any box you want to change (yellow arrow) AND you can add 
a row as well (blue arrow) 

12. Once all changes are done send to Authorizer (red arrow) 

 


