Commander, Navy Region Hawaii – HUMAN rESOURCES OFFICE
FECA/INJURY COMPENSATION dIVISION, CODE N01CP3


EDI - TROUBLESHOOTING GUIDE

Punctuation Reminders:
· When writing dates, always include two digits for day and month, and all four digits for the year.  Ex. 06-01-2004
· When writing phone numbers, use numbers only.  Do not include dashes, spaces, parentheses or punctuation of any kind.

· When writing time, write them in standard time including AM/PM, not military time.  Ex. 03:00 PM
Dates:

· When filling out the EDI form, the computer automatically fills in some dates (dates such as date of injury, date signed, etc.)  It is very important that all dates are accurate.  Check the dates on each page carefully.
Yellow Sections:

· The Yellow sections should be filled in, if it is applicable.  If you have no information for that particular section, LEAVE BLANK.  Do not place “N/A” or “none” in the marked yellow area.
City:

· The city in which the Shipyard exists is “PEARL HARBOR”, with zip code “96860”.
· For all other cities, zip codes are very important.  Make sure all are accurate.
Printing:

· When you complete all sections of the EDI claim form, you must PRINT before submitting the claim.  If you attempt to print and the system takes you to an “error bubble” or if it kicks you back to a previous screen on the EDI claim form, there is an error that must be corrected before you are allowed to print.  Once the error is corrected, again select “PRINT”.  If there are no more errors, the system will allow you to print.
· If the print page appears blank, or if you are having trouble even getting a print page to appear, your Adobe Acrobat Reader settings may be incorrect.
      Setting up Adobe Acrobat Reader (Versions 5 & 6):


1. Open Adobe Acrobat Reader on your computer.

2. Click on the “Edit” pull-down menu on the upper left side of the menu bar.

3. Click on “Preferences”.

4. On the left of the Preferences box, select “Options” (Ver. 5), or “Internet” (Ver. 6).

5. Within the “Web Browser Options” section, make sure “Display PDF in Browser” is selected, then click “OK”.

6. Close Adobe Acrobat Reader.

Submitting:

· After printing the claim, DO NOT FORGET TO SUBMIT CLAIM.  If you do not submit, the FECA office will not receive your claim electronically, and you will have to redo the claim.  Once you have submitted the form, you will be taken back to the EDI start page.  This indicates that you have successfully submitted your claim.

Signing:

· The printed form must be signed by the claimant (injured employee), any witness that is stated on the claim, and the claimant’s supervisor.  Hand-carry original, signed form to the Compensation Office, Building 1, 2nd floor.
HRO CNR (Revised 09/08/2004)


