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The purpose of this document is to provide information and tutorials on how to use Enrollment
Manager (EM), the system for entering enrollments, changes, and monthly certificates. Within
EM, School Certifying Officials (SCOs) can do the following:

e (Create shared student records between VA and EM

e Associate a student with a facility

e View student information

e Submit student certifications

e Add notes to a student profile and their enrollment

Notes: All information contained in this manual is based on fictitious names, Social Security numbers (SSN), and other

personally identifiable information. The SCO EM User Guide is a general reference guide. Also, located in the top-right, a labeled
rectangle indicates the specified user/audience the subsequent section is aligned to (i.e., Assistant, SCO, Flight, NCD/IHL, etc.).
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Enrollment Manager

EM is a modernized platform for SCOs that replaced VA-Online Certification of
Enrollment (VA-ONCE). It is an enhancement of the previous system as a part
of the Digital Gl Bill® effort. EM allows SCOs to submit the following VA forms:

e Enrollment Certification (22-1999)
e Notice of Change in Student Status (2-1999b)
e Monthly Certification of Flight Training (22-6553c)

e Monthly Certification of On-The-Job and Apprenticeship Training (22-
6553d)
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The VA Education Platform is the sign-in page for external users to gain access

to VA systems, such as EM, through an approved authentication method
(ID.me or Login.gov).

Access the VA Education Platform by navigating to http://iam.education.va.gov.

This authentication provides an additional layer of security to keep all personal
information safe and provides a Single Sign On (SSO) experience, where one
set of user credentials provides access to multiple platforms (i.e., AskVA, EM,
etc.).
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VA Education Platform Portal
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Once properly authenticated, the user will be directed to the VA Education
Platform Portal page. This page is where all Digital Gl Bill applications are

housed. This is also where SCOs can manage EM access requests for assistant
accounts.

First-time users select the "Request Access link". If the user is an SCO, the

request goes to VA for approval. If the request is for an assistant account, the
SCO grants access.

== nrzar @) ' Return to Table of Contents
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Definitions S

Amendment Any change made to an enrollment after it is submitted

Assistants have full access such as View Bio, Certs, VA Data, Log, History tabs; Edit Bio, Certs, and Log tabs;
Assistant (SCO Assistant, Certifying Official and delete unsubmitted certs. They can enter data in EM but cannot submit trainee enrollment
Assistant, School Certifying Official Assistant) information to VA. Assistants are not listed on the VA Form 22-8794 and do not complete any required

SCO training. New Assistants are granted access to EM by their designated facility SCO.

SCO Read Only users are representatives with permission to access training information, request

SCO Read Only (Read-only Users, Read Only SCO, information from VA, and submit inquiries to VA to assist an authorized designated SCO with obtaining
Read Only Certifying Official) accurate information to certify a student’s enrollment. SCO Read Onlys cannot certify a student’s
enrollment to VA.

The dates of official facility vacation periods which are seven or more consecutive days. Used when
certifying non-standard enrollment periods for all benefits

Vacation Period

Online Credits Web-based learning using one or more technologies to deliver instruction to students

Student, Trainee Individual using their VA education benefits to pursue educational programs, training, certifications, etc.

Includes all institutions of higher learning as well as nontraditional courses/programs where education or

Facility, Institution e
training is pursued

Program Student’s chosen path of study that is pursued at a school or training facility.

In progress Enrollment/Amendment/Certification in in draft state

Pending SCO Review Draft entered by an Assistant or SCO Read Only must be verified and submitted by SCOs
Submitted Enrollment/Amendment/Certification was sent for processing

Under Review Enrollment/Amendment/Certification was off-ramped for manual review

Processed Enrollment/Amendment/Certificatinn hac heen adjudicated

o= nmar @ { Return to Table of Contents ’
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Accessing the VA Education Platform

1. Navigate to the VA Education
Platform sign-in page and select
“SS0e”. The “e” stands for

“external”.

Note: Please have your SSN, driver’s license/passport,
mobile phone number, and work email address on
hand. Provide these documents for initial identity
verification. Identity verification keeps your information
safe and prevent fraud.

Sign in to the VA Education Platform

’ Sign in with an existing account
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What is the VA Education Platform?
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Accessing the VA Education Platform Cont'd L3

To continue the authentication process to access the VA Education Platform,
you must verify your identity using ID.me or Login.gov. Select the
hyperlinked text or navigate to the corresponding page number.

* To Create an Account with ID.me — Navigate to page 13

 To Create an Account with Login.gov — Navigate to page 21

 To Sign in with ID.me Account — Navigate to page 31

 To Signin with Login.gov Account — Navigate to page 39
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Create an ID.me Account Cont'd a&.

2. Select “Sign in with ID.me”
after navigating to the VA
Education Platform sign-in page ERCEARCSSS
and selecting “SSOe”.

VA Partner to sign into Digital Gl Bill uat001 (DGI):
't have one? Register for a Sign-In Partner or Learn More

Sign in with Sign in with
ID.me QLOGIN. GOV LOGIN.GOV

vs Aftairs | 810 Vermont Avenue, NW Washington DC 20420
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Create an ID.me Account Cont'd 1
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3. Select “Create an ID.me account”
and follow the prompts to enter an
email address and create a
password. =

Signin to ID.me

..........

M
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Create an ID.me Account Cont’d 2

4. Open the email from ID.me and '
select the “Confirm your email” Welcome to 1D.me
button. This directs you to set up ID.me
multi-factor authentication. g

Welcome!

Thanks for creating an 1D.me account!

1D.me simplifies how you verity and share
your identity online, while helping keep your
Information safe

You can confirm your emall address by
clicking the link below,

Confirm your emall

Please note: This link will expire in 15 minutes

== nrzar @) . Return to Table of Contents




Create an ID.me Account Cont’d 3

5. Choose an authentication method by
selecting the “Text me” or “Call me”
option. Select the “Continue” button.

Note: If the work number submitted uses a switchboard
or an extension to contact you, there is a possibility the
call may not go through. Using a cell number is
suggested.

== nrzar @) [ Return to Table of Contents
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Recoive a code by phone

(¥ <
Toxt me Coll me
vou will receive a code at the following nurnbe

| @ (ves) revoany

i you've changed phone numbers or carriers from
when you previously set up multh-factor
authentication, please undate your setting
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Create an ID.me Account Cont’'d 4

e Option 1-If you selected the “Text me” option
and you receive your message code, input the 6-
digit code and select the “Continue” button.

OR

 Option 2 — If you selected “Call me” option, you
receive a phone call asking you to follow the
prompts by selecting numbers on your phone.
This authenticates you.

Note: If the work number submitted uses a switchboard or an extension
to contact you, there is a possibility the call may not go through. Using
a cell number is suggested.
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COMPLETE YOUR SIGN IN

Entor the 8-digit codo *

185635
k

( Rosend my verification code

If you've changed phone numbers or carriers from
when you previously set up multi-factor
authentication, please ypdate your settings here

Continue

== nrzar @) { Return to Table of Contents
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Create an ID.me Account Cont'd 5

. o . ID. + VA e
6. Select a verification method and follow " ®

the prompts to verify your identity. This L
process might take 5-10 minutes to
complete. You need to upload a photo of

Choose a verification method

@ e
. [] L/ Tell
your driver’s license, state ID, or passport e
to verify your identity. Rt
Note: Should you encounter problems with verifying your h
identity, please access the ID.me Help Center. T
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Create an ID.me Account Cont'd 6
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Congratulations! You have successfully created and
verified your ID.me account.

Go to the VA Education Platform Portal and select the
“Open Enrollment Manager” button. —

Navigate to page 46 or select the hyperlink here to —
proceed to the next section. e o

Select a VA Education application

It’M

Enrollment My muL er Workload \lnp@

Note:
 EM'’s system can be accessed with any Internet browser, excluding

internet Explorer ——

* Access to Workload Manager and Benefits Manager is solely for internal
users with PIV credentials.

* Foreign SCOs experiencing trouble with ID.me or with authenticating your
ID.me, please contact |ID.me support.

= BRI @ { Return to Table of Contents 20
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Create a Login.gov Account Cont’d

2. Select “Sign in with Login.gov”
after navigating to the VA @) | s Departmen

of Veterans Affairs

Education Platform sign-in e
page and selecting “SSOe”.

Choose a secure VA Partner to sign into Digital Gl Bill uat001 (DGI):
Don't have one? Register for a Sign-In Partner or Learn More

Si 1 Sign i h
gn in with U LOGIN.GOV gn in witl

1D e ID.me LOGIN.GOV

US: Department of Veterans Afsirs | 810 Vermont Avenue, NW Washington DC 20420

== nrzar @) " Return to Table of Contents 2
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Create a Login.gov Account Cont’'d 1

3. Select the “Create an account”

button.
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SS0e-PREPROD-OIDC-RP is using
Login.gov to allow you to signin to
your account safely and securely.

Emall address

| Show password

First time using Login.gov?

l Create an account J

ating an account, you'll need a current

Signan with vou
‘ If you're creating
et state-issued 1D

| Return to Table of Contents
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Create a Login.gov Account Cont’d 2

4. Enter your work “email address”,
“select your email language
preferences”, and check the box to
agree to the terms.

5. Select the “Submit” button.

== nrzar @) { Return to Table of Contents
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Create your account

Enter your amai | nddress

Select your emall language preference

O English (default)

24



Create a Login.gov Account Cont'd 3

6. Open your email account for the
email provided, and then open the
email from Login.gov and select the
“Confirm your email” button. This
allows you to set up multi-factor
authentication.

0 EDUCATION SERVICE
=U“'= Gl BILL PROGRAMS

U LOGIN.GOV

Confirm your email

Thanks for submitting your email address. Please click the link
below or copy and paste the entire link into your browser. This
link vall expire in 24 hours

Confirm email address

https:/idp int. identitysandbox. gov/sign_up/emailconfirm?
request id=90bace86-aa208-41fa-92b0-
2edfbfda2f3d&confirmation_token=8fumiefCeHeeqUD6_HTS

Please do not reply to this message. If you need help, visit

login.gov/help/

About Loainaoy | Privacy policy

Sent at 2023-04-18T18:33:47.834507Z

[ Return to Table of Contents
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Create a Login.gov Account Cont'd 4

7. Once your email is confirmed, the
system prompts you to create a

DroGinGov VA ef,Ll.'.',‘:”‘;T..

password. The password must be S -
12 characters or longer. Create a strong password

or repeated characters, like abe or 111,

8. Select the “Continue” button once
complete.

== nrzar @) { Return to Table of Contents




Create a Login.gov Account Cont'd 5

9. Select a preferred authentication MBI O
method from the options provided. s e o

10. Once you select your preferred [ ——
authentication method, select the
“Continue” button to continue the
authentication process. R e

== nrzar @) " Return to Table of Contents




Create a Login.gov Account Cont'd 6

10. If you selected the “Text or voice
message” option, enter the “one-time
code” received. Then select the “Submit”
button.

Note: If you selected another verification method, please follow
the steps provided by Login.gov.

SENEFITS

N/

T
w
s

I

Enter your one-time code

We a5 ) tex! (SMS) wath a one-tima code 1a «1 B43.209.
1285 This code will oxpire i 10 minute

One-time code

== nrzar @) { Return to Table of Contents
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Create a Login.gov Account Cont'd 7

11. Follow the prompts to verify your
identity. This process might take 5-10
minutes to complete and includes
uploading a photo of your driver’s
license, state ID, or passport to verify
your identity.

Note: Should you encounter problems with verifying your
identity, please access the Login.qov Help Center.

Get started verifying your identity

You will need your:

e Phone number OR home address

m.
1 moee about ver|t : by by

Are you missing one of these items?

== nrzar @) " Return to Table of Contents
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Create a Login.gov Account Cont'd 8

Congratulations! You have successfully created and
verified your Login.gov account.

Go to the VA Education Platform Portal and select
the “Open Enroliment Manager” button.

Select a VA Education application

Navigate to page 45 or select the hyperlink here to ‘ m il :
proceed to the next SeCtion. Enrollment \lnnuur Workload \Inp@ Benefits '\lumg;.dL

o o
S >

mm—qﬁ:ﬂ

Note:

 EM’s system can be accessed with any Internet browser, excluding

* Access to Workload Manager and Benefits Manager is solely for
internal users with PIV credentials.

* ID.me is the preferred authentication method for Foreign SCOs

= BRI @ { Return to Table of Contents 30
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Sign in with ID.me Cont'd

1. Select the “Sign in with ID.me”

button.

0 EDUCATION SERVICE
=.’,,= Gl BILL PROGRAMS

U.S. Department
of Veterans Affairs

AccessVA Home | About AccessVA | Contact Us

VA | Digital Gl Bill

Choose a secure VA Partner to sign into Digital Gl Bill uat001 (DGI):
Don't have one? Register for a Sign-In Partner or Learn More

Sign in with
ID.7e e 0 LOGIN.GOV

L Return to Table of Contents

Sign in with
LOGIN.GOV
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Sign in with ID.me Cont'd 1

2. Input your email and password and
select the “Sign in” button. Sign in to ID.me

New to 1D.me?

Email
L)
Posswor
-
.......... -
FOoreot password
oR
£ © G n

o= nmar @ " Return to Table of Contents 2




Sign in with ID.me Cont'd 2

3. Choose an authentication method by
selecting “Text me” or “Call me”.
Select the “Continue” button.

Note: If you select "Text me", a 6-digit code is sent via text
message. If you select "Call me", follow the prompts in
the phone call to complete multi-factor authentication. If

you choose “Text me" navigate to page 35. If you choose
“Call me" navigate to page 36.

= SN @ { Return to Table of Contents

COMPLETE YOUR SIGN IN
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Receive a code by phone

& \\
Toxt me Coll me
w CLONT D 4& at the [ WA nurmber

| @ (vee) reviony

i you've cha g d pho umbers orcm-ru!rom
h1 y U previo Iy ot up MUt facto
authentication, plea

Continue
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Sign in with ID.me Cont'd 3

* Option1-If you selected the “Text

me” option and you receive your
message code, input the 6-digit code
and select the “Continue” button.

OR

COMPLETE YOUR SIGN IN

o 0
Enter the code we sent 1o (**%) **+.#285
Entor the 8~digit code *
Didn't recelve 1?7 Resend my verification code
If you've changed phone numbers or carriers from

when you previously set up multi-factor
authentication, please ypdate your settings here

Continue

o= nmar @ " Return to Table of Contents
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Sign in with ID.me Cont'd 4

)

e Option 2 - If you selected the “Call me’
option, you receive a phone call asking
you to follow the prompts by selecting
numbers on your phone. This
authenticates you.

Note: If the work number submitted uses a switchboard or an
extension to contact you, there is a possibility the call may not
go through. Using a cell number is suggested.

== nrzar @) . Return to Table of Contents
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Sign in with ID.me Cont'd 5

6. If you have not done so previously,
follow the prompts to verify your
identity.

Note: Should you encounter problems with verifying
your identity, access the ID.me Help Center.

VERIFY YOUR IDENTITY
we'll need permission to use details from your
credit profile and other public sources to verify

your identity. This will not affect your cradit score.

Choose a verification method

oy Upload a photo of your passport
el i 3
=
Upload photos of your passpo
Upload pf port
e you LMD
n't iy

== nrzar @) . Return to Table of Contents
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Sign in with ID.me Cont'd 6

Congratulations! You have successfully verified
your |ID.me account.

Go to the VA Education Platform Portal and
select the “Open Enrollment Manager” button.

Select a VA Education application

lmm

Enrollment \lannger Workload \lup@

Navigate to page 45 or select the hyperlink here

to proceed to the next section.
Note:

Q

‘0
&
S

mEr.

* EM’s system can be accessed with any Internet browser, excluding Internet
Explorer.

* Access to Workload Manager and Benefits Manager is solely for internal _

users with PIV credentials.

* Foreign SCOs experiencing trouble with ID.me or with authenticating your
ID.me, please contact |D.me support.

= BRI @ { Return to Table of Contents 3
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Sign in with Login.gov Cont'd

1. Select the “Sign in with
Login.gov” button.

0 EDUCATION SERVICE
=.?,= Gl BILL PROGRAMS

U.S. Department
of Veterans Affairs

AccessVA Home | About AccessVA | Contact Us

VA | Digital G Bill

Choose a secure VA Partner to sign into Digital Gl Bill uat001 (DGI):

Don't have one? Register for a Sign-In Partner or Learn More
Sign in with

Sign in with
1D me ID.me @ LoGIN.GOV LOGIN.GOV

VA HOME
810 Virmont Avenue, NW Washington DC 20420

L Return to Table of Contents
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Sign in with Login.gov Cont'd 1 ol

2.

Select the “Accept”
button to agree to the
terms to be redirected to
the Login.gov sign-in page
to use multifactor
authentication to verify
your identity.

LS. Department
of Veterans Atlairs

< Dicots @ { Return to Table of Contents #
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Sign in with Login.gov Cont'd 2

3. Enter your Login.gov email address ———
and password and select the “Sign eI
in” button. 8o

SSOe-INT-OIDC-RP is using

Emad address

Prismers

First time using Login gov?
Create an account
—

o= nmar @ " Return to Table of Contents

QeNEFITS |
3 )
§ ?a %
2 a
2 @
ﬂ‘:’ ” . f
bpgy - 151



Sign in with Login.gov Cont'd 3

4. Input the 6-digit code and select
the “Submit” button.

Note: The system will send you a 6-digit code by text or
voice message, depending on the authentication
method you chose when you created your Login.gov
account.

== nrzar @) " Return to Table of Contents
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Sign in with Login.gov Cont'd 4

Congratulations! You have successfully verified
your Login.gov account.

Go to the VA Education Platform Portal and
SElECt the ”Open EnrO"ment Managern bUtton. Select a VA Education application

lmm

Enrollment \lannger Workload \lup@

Navigate to page 45 or select the hyperlink here
to proceed to the next section.

{‘
Q
&

mEr.

Note:

 EM'’s system can be accessed with any Internet browser, excluding

o, —————————
* Access to Workload Manager and Benefits Manager is solely for

internal users with PIV credentials.

* ID.me is the preferred authentication method for Foreign SCOs

= AN @ { Return to Table of Contents "
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Requesting First-Time Access

Guidance for requesting first-time access to EM depends on your role.
Locate your role in the bulleted list below. Select the hyperlinked text or
navigate to the corresponding page number:

e SCO — Navigate to slide 47
e Assistant and SCO Read Only — Navigate to slide 57

== nrzar @) { Return to Table of Contents ©
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SCO - Requesting First-Time Access

Once you are on the VA Education
Platform Portal, follow these steps to
request access to EM:

1. Once you’ve been authenticated,
navigate to the VA Education
Platform Portal and select “Request
access”.

School Certifying 3
Official %‘
4,

Enrollment Manager

Enrollment Manager Description

or Request access

o= nmar @ " Return to Table of Contents
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o o o 7 ( School Certifying J E“.«‘-'-‘n
SCO — Requesting First-Time Access Cont'd Officia Lo

Request access to Enrollment Manager

2. Verify that your pre-populated “First e enlyeorims ek et s e
Name” and “Last Name” are e T
accurate. G e PVt

Phone ("Required)
Email ("Required)
Role ("Requirad)

State ("“Required)

Select a state
By clicking here, you agree that you are sbeadly designated i VA'S Approvel Mansgement Syaterr
known 2 WEAMS or & VA Form 22-8754 has been submifted to VA withn the last 30 days

By ciicking here you agree that you have compieted the required training in the SCO Portal. S50

Note:

e [fthe pre-populated name listed in EM is incorrect,
please contact |ID.me for assistance.

== nrzar @) . Return to Table of Contents
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SCO — Requesting First-Time Access Cont'd 1 (

Official

3. Input your primary “Phone” and
“Email” associated with your role.
These fields are required.

Note:

* |tis recommended to use a work/school email address.

* Due to EM not recognizing foreign phone numbers,
Foreign SCOs should input a mock phone number in
the corresponding field (i.e., 123-456-7890) when

requesting access.

0 EDUCATION SERVICE
=r= Gl BILL PROGRAMS

{ Return to Table of Contents

School Certifying

Request access to Enrollment Manager

To request access, please provide your contact information below.

First Name (“Provided)

Last Name (“Provided)

Phone ("Required

Email ("Required)

Role ("Requirad

50



GeNEFITS |

. . o . ( School Certifying J ..-sm‘
SCO — Requesting First-Time Access Cont'd 2 official >

1
0,
Uysna3 <

W

4 Select ”School certifying Officialn Request access to Enrollment Manager
for the “Role". Once you select your . O

role, the “State” and “Facility sl

Code” fields appear. e e

Email ("Required)

Role 4'R€{}u rad)

v Select arole

School Certifying Official

ool Certifying Ufficial Assistan
School Certifying Official Read Only grrrert Systerr

known 2s WEAMS or & VA Form 22-8794 has been subemifted to VA withen the last 30 days

By diicking here you agree that you have compieted the reguired training in the SCO Portal. S50

51
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SCO — Requesting First-Time Access Cont'd 3 ( officia

5.

Select the appropriate “State” from
the dropdown and then enter the
“Facility Code” in the text entry field
where your main facility is located.
Both are required.

Note:

"..

%

While you may report to more than one state or jurisdiction,
input the most relevant state to gain access before working
to gain approval for additional locations.

Foreign SCOs select Foreign Schools and have the ability to
select a listed country they are at a foreign facility.

Federal agencies select federal approvals.
VET TEC/Certifying officials select VET TEC Providers from the

EDUCATION SERVICE
o= G BILL PROGRAMS

Gl
ouﬁ By ‘

School Certifying J o = °
W
% =
®
"‘hna‘a"b
X
Puerto Rico = -
Rhode Island mdger
South Carolina ttion below,
South Dakota
Texas
Utah
1 Vermont
Virginii
Washington
West Virginia
Wisconsin
Wyoming
| _ForeignSchools |
] Federal Approvals
VET TEC Providers
Guan 1
Nortt \ na lsland
Sam
Virgin Islar
Foreign Sch
Facility Code ("Required)
ility code of eight alphanumeric characters
By clicking here, you agree that you are alre ir'y designated in VA's Approval Management
System known as WEAMS or a VA Form 22-8794 has be nitted to VA within the last 30

days

By clickin qhe you agree that you have completed the required training in the SCO
Portal, SCO Po or

dropdo&options.

{ Return to Table of Contents
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SCO — Requesting First-Time Access Cont'd 4 (

6. Select the checkboxes for the two fields, if
applicable:

a. “By clicking here, you agree that you are already
designated in VA's Approval Management
System known as WEAMS or a VA Form 22-

8794 has been submitted to VA within the last 30
days".

b. “By clicking here, you agree that you have
completed the required training in the SCO
Portal”.

Note: This is in reference to the SCO Annual Training Requirements for New and
Existing SCOs in the SCO Portal. Checkboxes selection are not required to submit your
request.

0 EDUCATION SERVICE
=?‘= Gl BILL PROGRAMS

{ Return to Table of Contents

School Certifying 2 N
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Request access to Enrollment Manager
To request access, please provide your contact information below.
First Name ("Provided)

Last Name (*Provided)

Phone (‘Required)

Enter work phone

Email (*Required)

nter work/school emal

Role (*Required)

State ("Required)

Select a state

Facility Code ("Required)
ility code of eight alphanumeric characters
By clicking here, you agree that you are aready designated in VA's Approval Management
System known as WEAMS or a VA Form 22-8794 has been submitted to VA within the last 30
tays

By clicking here you agree that you have completed the required training in the SCO

Partal, SCO ¢

‘ortal tranina formation.
m Cancel
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SCO — Requesting First-Time Access Cont'd 5 ( offica

School Certifying LN
L
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7. Select the “Submit” button.

EDUCATION SERVICE
— e G BILL PROGRAMS

Request access to Enrollment Manager
To request access, please provide your contact information below.
First Name ("Provided) .

.Last Name (*Provided)

\_ |

Phone (*Required)

[
| Enter work phone ]

Eﬂqii (*Required)

(Fr‘rer work/school email ‘

Role (*Required)

| Return to Table of Contents

State ("Required)
‘ Select a state ‘

Facility Code (*Required)

Facility code of eight alphanumeric characters ‘

[ By clicking here, you agree that you are alreacy designated in VA's Approval Management
System known as WEAMS or a VA Form 22-8794 has been submitted to VA within the last 30
days.

[_] By clicking here you agree that you have completed the required training in the SCO

Rastal.Sc08asal training mformation.,

40\)“ Gl ﬂ.f(‘
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SCO — Requesting First-Time Access Cont'd 6 ( officia

A message appears noting that access has been requested and you will
receive two emails: one upon submission of your request; one upon
approval/denial.

== nrzar @) { Return to Table of Contents
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SCO — Requesting First-Time Access Cont'd 7 ( Offcal

After approval, the “Open Enroliment
Manager” button is enabled on the VA
Education Platform Portal. VA | VA Education Platform Landing Page

SCO Accmaa Managar

Select here or navigate to page 66 to go to R —

the next SCO section: Approving, Denying,
and Revoking Access to EM.

Note: Once you have completed these steps to log in to EM {"'“«"ZT o
for the first time, you can access the EM link directly and P

login with your VA.gov credentials (ID.me or Login.gov). For
direct future access, subsequently, bookmark the EM login

page.

== nrzar @) " Return to Table of Contents 5
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ASSISTANTS AND SCO READ ONLY -
REQUESTING FIRST-TIME ACCESS




Assistants and SCO

Assistants and SCO Read Only — Requesting Read Only
First-Time Access

In EM, Assistants have the ability to enter data into EM that must be reviewed
and submitted to VA by an official SCO. SCO Read Only have the ability to view
student information.

Once you've verified your identity with ID.me or Login.gov, you can navigate
back to the VA Education Platform where you can login. Follow the steps on
the following slides to request first-time access to EM as an Assistant and a
SCO Read Only.

== nrzar @) { Return to Table of Contents
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https://iam.education.va.gov/auth/realms/dgib/protocol/openid-connect/auth?response_type=code&scope=openid+profile+email&client_id=apigw&redirect_uri=https://iam.education.va.gov:443/_codexch&nonce=ahr_u4pFHEcUAlXSHbKYjL72lLYnklBxnY4IjR1faIY&state=0

Assistants and SCO | » -

Assistants and SCO Read Only — Requesting Readonly ) 5 PO
First-Time Access Cont'd

1. Once you have been

authenticated, navigate to the VA

. VA @) o= | VA Education Platform landing page
Education Platform Portal and
a V44 1 1 1
se | ect Req uest access”. Select a VA Education application
Enrollment Manager Workload Manager Institution Manager
| or Request access or Request access or Request access

S DU @ [ Return to Table of Contents 59




Assistants and SCO

Assistants and SCO Read Only — Requesting wseony ) |
First-Time Access Cont'd 1 «

2. Verify that your pre-populated “First

Name” and “Last Name” are accurate. o

Request access to Enrollment Manager
To request access, please provide your contact information below.
First Name (*Provided)

Last Name ("Provided)
Phone (“Required)
Email ("Required)

Role ("Required)

e

Note:

o [fthe pre-populated name listed in EM is incorrect, please
contact |ID.me for assistance.

o v e [ Return to Table of Contents
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Assistants and SCO

Assistants and SCO Read Only — Requesting rssony ) § T ;

First-Time Access Cont'd 2

3. Input your primary “Phone” and “Email”
associated with your role. These fields are
required.

Note:

* [tis recommended to use a work/school email address.

o= nmar @ " Return to Table of Contents

Request access to Enrollment Manager
To request access, please provide your contact information below.
First Name (*Provided)

Last Name ("Provided)
Phone (“Required)
Email (*Required)

Role ("Required)

==




Gl
< 00“ By ¢
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Assistants and SCO Read Only — Requesting readonty | §,
First-Time Access Cont'd 3
4. For “Role”, select your appropriate
title from the dropdown options.
Once you select your role, the e (e
“Facility Code” field appears.
Note: If you select the “School Certifying Official Read Only” s

dropdown option for your “Role”, two checkboxes will appear
under the “Facility Code” field, which say the following:

a. “By clicking here, you agree that you are already
designated in VA’s Approval Management System
known as WEAMS or a VA Form 22-8794 has been
submitted to VA within the last 30 days".

b. “By clicking here, you agree that you have completed
the required training in the SCO Portal”.

= =t @ L Return to Table of Contents




Assistants and SCO

Assistants and SCO Read Only — Requesting Read Only
First-Time Access Cont'd 4

5. Input your school’s 8-digit “Facility
Code”. If you are unsure of the facility | e e
code, ask the designated SCO at your | v
school.

First Name (*Provided)

Note: If you select the “School Certifying Official Read

Only” dropdown options, if applicable, please select the

checkboxes.

== nrzar @) Return to Table of Contents
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Assistants and SCO
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First-Time Access Cont'd 5

6. Once all fields have been
acknowledged and addressed,
select the “Submit” button and the
request is sent to an assigned SCO
to review for approval or denial.

== nrzar @) . Return to Table of Contents

Request access to Enrollment Manager
To request access, please provide your contact information below.
First Name ("Provided)

Last Name ("Provided)
Phone ("Required)
Email ("Required)
Roile ("Required)

Facility Code (*Required)

64



Assistants and SCO

Assistants and SCO Read Only — Requesting Read Only
First-Time Access Cont'd 6

Once your SCO receives and reviews the request, access to EM is
granted or denied.

Select the hyperlink here or navigate to page 86 to go to the next
Assistant and SCO Read Only relevant section: Navigating the EM
Dashboard.

Note: While Assistants may have more than one facility code they report to, only one request needs
to be submitted. The SCO may grant access to any and all facilities where they have access.

== nrzar @) " Return to Table of Contents
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SCO - Approving, Denying, and Revoking [Scmgffiiiﬁwg)

Enrolilment Manager Access

Select the hyperlinked text or navigate to the corresponding page number:

* Approving Access — Navigate to page 68

 Revoking Access — Navigate to page 75

* Assigning/Unassigning Facility Access — Navigate to page 80

o= nmar @ " Return to Table of Contents
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School Certifying 3
4,

Approving and Denying Access — Approving ( offica

Follow the steps below to approve an
access request for an Assistant or SCO

Re a d O n |y U Se r. VA | VA Education Platform Portal

1 . O nce Iogged i nto th e VA Ed u Catio N Select a VA Education application
Platform Portal, select the “SCO ‘ .m /h — ’
Access M an age r” b uttO n. Enrollment Managcr Workload \lan@& Bn'.nfils \lla.nw\ )

Note: If you are reviewing an access request from an SCO
Read Only user, please confirm that the email address and
name listed in WEAMS or the VA Form 22-8794 match the
name and email provided on the access request. SCOs who
are approving Assistants or SCO Read Only users do not
receive an email when access to EM is being requested.

= T @ { Return to Table of Contents 69
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Approving and Denying Access — ( offica )&-
Approving Cont'd
2. Select the "Approve” button if the

Assistant or SCO Read Only user has met
all requirements to access EM.

VA | VA Education Platform Portal 2 EM_SC002 v

|
First name Las Email | Status Facility
[l Clear Sorting/Filters
First Name $ Last Name $ Email$ | Status & Requested Role$ | Created Date $ Resolved Date § Facility Code Action
EM_ADMIN_SCO- 01 test@test.com PENDING Schoot Certitying Feb 19,2023 m
TEST Official Read Only

S NN @ { Return to Table of Contents 70
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Approving and Denying Access — offical ) 3 ox
Approving Cont'd 1
3. Select the “Yes” button on the

“Approval Confirmation” screen to
grant the user access.

A Approval Confirmation

Are you sure you want to approve this user's access?

Yes Cancel

===y @ | Return to Table of Contents .
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Approving and Denying Access — Denying ( Officia )&

If you are unfamiliar with the
user requesting access or
they do not need access, you
should deny their access
request. To do so, select the
“Deny” button.

VA | VA Education Platform Portal

| | | |
| First name Last name | Email | Status Facility

1 [ Clear Sorting/Filters

L | | | | )

First Name Last Name $ Email$ Status & Requested Role¥ | Created Date $ Resolved Date Facility Code Action
EM_ADMIN_SCO- 01 test@test com PENDING School Certifying ~ Feb 19,2023 m
TEST Official Read Only

ucon s @ { Return to Table of Contents 7
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Approving and Denying Access — offcal ) § T ;
Denying Cont'd

5. When selecting a denial reason for Read-Only

SCOs, SCOs may choose between three
OptiOnS: A Access Request Denial Reason

Please select a denial reason:

e Option 1 - “Your institution has not submitted a VA Form 22- ot btotion Nesinossobedd sV Foven 220788 et Gilnataw o sesn 65
8794 that deSignateS you as an SCO” Our records indicate that you have not completed the training required to begin work as an SCO

Enter other 1

e Option 2 — “Our records indicated that you have not
completed the training required to begin work as an SCO”

* Option 3 — “Enter other reasons” — If selected, SCOs must fill
in the denial reason within the text box provided.

Word count: 0 of 200

Note: While EM gives SCOs the option to select from all

three options, Option 2 is not a valid denial reason for SCO
Read Only users, as these users do not have training
requirements.

= DT @ { Return to Table of Contents 7




dpoﬂ G'HQ‘

) ° ( School Certifying J gt = ‘-‘p:

Approving and Denying Access — official ) 3, " ;
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Denying Cont'd 1
6. Select the “Submit” button.
%)
A Access Request Denial Reason
Please select a denial reason:
Your institution has not submitted a VA Form 22-8794 that designates you as an SCO.

Note: Once the Submit button I'S Selectedl an email With Our records indicate that you have not completed the training required to begin work as an SCO

Enter other reasons

the denial reason is sent to the requestor informing
them of the denial so they can submit a new request
once the requirements are met.

Word count: 0 of 200

m Cancel

== nrzar @) " Return to Table of Contents -
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1 ] ( School Certifying J Eu*i“t‘ ‘.‘:
Revoking Access Cont'd ofical ) 3,

If an Assistant or SCO Read Only user
leaves an institution, use the following
steps below to revoke their access from il

E IVI . Select a VA Education application

1. Once logged into the VA Education ‘ m /h T
P | atfo r‘m PO rta |’ Se I ect th e “SCO Enrollment \ldnd}.tl‘ Workload Man@ Btn’d'ils' \lanw\—\
Access Manager” button. = s

o= nmar @ { Return to Table of Contents 7




. School Certifying £ S ‘%:
REVOklng Access Cont'd 1 ( Official J ‘&5&:

2. Search for the user that needs
their access revoked by utilizing
the following search fields:

dp=° V24
° FI rSt name VA | VA Education Platform Portal
o ”
* “Last name
SCO Manager
o °1))
* E m a I I First name Last name Emanil Stotus Facility
| Lo
[ J (lstat u s” Flrst Name & ‘ LastName $ Email$ Status $ ' Requested Role $ - Created Date $ ' Resobved Date 3 - Facility Code . Action
EM_ADMIN_SCO- 01 test@test com APPROVED School Certifpag  Feb 19,2023 Feb 19,2023

After selecting, then select the
“Revoke” button on their profile.

== nrzar @) { Return to Table of Contents 77
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Revoking Access Cont'd 2 (Scmgf?‘igryﬂ

3. Select the “Yes” button in the
“Revocation Confirmation”
screen to confirm the user’s
access is revoked.

A Revocation Confirmation

= =5?m“m%we ‘ Return to Table of Contents -




o School Certifying E»*j:“ R ‘s;
Revoking Access Cont'd 3 [ officil J&-

4. Select the “Close” button in
the “Revocation
Confirmation” screen to exit
the screen.

A Revocation Confirmation [)

The request for access has been revoked.

Close

== nmer @ | Return to Table of Contents 79
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o - o o ege, o School Certifying Eu: “‘-?gi
Assigning/Unassigning Facilities ( official J‘&-

SCOs can manage facility access for
Assistants and SCO Read Only users Rl
who have access to EM.

Select a VA Education application

Use the following steps to assign or ‘ m

. ele. . Enrollment Manager Workload Man Y Benefits Man:
unassign facilities from user profiles: ot i e i

1. Once logged into the VA
Education Platform Portal, select
the “SCO Access Manager”
button.

>

== nrzar @) " Return to Table of Contents 2
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Assigning/Unassigning Facilities Cont'd ( Offcia J&-

2. Search for the appropriate user
profile by using the following
search fields:

VA | VA Education Platform Portal

I - V4

*  “First name ~
SCO Manager

(o V4

® :
Last name ==

o °n)) First Name $ Last Name $ Emaile St e Requested Riole $  Created Date Rescived Date 8 Facifty Code Action

i E m a I I EM_ADMIN_SCC ol testEtest.com APPROVED ‘ School Certfying  Feb 15,2023 fai19, 2023 . m . m

e “Status”

Once the correct user is located,
select the “Facility Manager”
button.

== nrzar @) { Return to Table of Contents "
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3. Search for facilities to assign to this user
using the “Name” or “Facility Code” fields.
On the right-hand side of the screen, SCOs Select Facilities
can view a list of facilities already assigned to a

e R

Available (1)

the Assistant or SCO Read Only user.

Note:

e  SCOs should reference WEAMS or the VA Form 22-8794 to confirm the facility
codes the SCO Read Only user should have access to. SCO Read Only user
access must be reviewed with every updated VA Form 22-8794.

e  Schools with Centralized Certification have designated Points of Contact
(POCs) at branch campuses versus Certifying Officials on site. POCs must have
access to EM in order to provide certification information to students and
VA/SAA representatives; however, they do not have the capability to submit
certifications and their access is read-only. SCOs are responsible for approving
and managing access for POCs.

SO DA @ [ Return to Table of Contents 83
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4. Select the appropriate facility or facilities, select the

“Assign” arrow, then select the “Save” button to
add the facility to the user. SEMSHEMCEES
By default, the "Include extensions" checkbox is T e e T e
selected when the main campus indicated has i > YR W
extension campuses. The associated extensions will 3
be automatically added to the selected user. If ==
unapplicable, uncheck the button.
Note:
e Users must manually search for branch campuses to assign them

to an Assistant or SCO Read Only user.

e Users using Windows computers can hold the “Control” key on
their keyboard to select multiple facilities in the “Assigned”

column simultaneously.

e Users using Mac computers can hold the “Command” key to
select multiple facilities.

== nrzar @) " Return to Table of Contents o




Assigning/Unassigning Facilities Cont'd 3

5. To remove facility access for

(

School Certifying 3
Official ]
4,

an Assistant or SCO Read Only | select Facilities

User: EM_ADMIN_SCO-TEST o1

user, select the facility name | = voew
under the “Assigned” column | :ra.....
and select the “UnAssign” | e

arrow, then select the “Save” | =
button.

Note: Multiple facilities can be unassigned
simultaneously using the same method used in
the previous step to assign multiple facilities.

== nrzar @) " Return to Table of Contents
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Enrolilment Manager Main Tabs Cont'd

The four main navigation tabs for EM are detailed at the top of the
screen. The next section details the main features of each tab.

* Dashboard (Default Section) — Navigate to page 88 |y ——————————

e Students Tab — Navigate to page 91

* Including Search and Add a Student, and main navigation
of the Student profile

e Schools — Navigate to page 126

* Reports — Navigate to page 129

Note: The actions completed in each tab are dependent on the facility type you
support. The rest of the tabs are described in each facility type section.

== nrzar @) { Return to Table of Contents
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Dashboard Tab Cont'd a&.

The Dashboard includes helpful resources
for users and the “Your Actions” section.

VA ) .o | Enrollment Manager
This section organizes system actions by: |S. -
* “First Name” i
e “Last Name” Pl
+ “Status” S
* “Last edited on” i o
* “Last edited by” - o
Note: e -

* Actions noted in the “Your Actions” section display students currently being worked on and have not yet been completed.
It is a convenient way to access forms in-progress. Forms can be selected through the facility code dropdown function.

== nrzar @) { Return to Table of Contents o
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Below the “Your Actions” section of
the Dashboard are links in the
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Useful links

eovVO®

“Helpful Resources” section. Links
include the SCO Handbook and the =
Gl Bill Comparison Tool.
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Students Tab Cont'd V=

From the “Students” tab, users can
search for a student, add a student to a |
| Enrollment Manager

school, and review a student profile. -

Welcome back,

To begin, select the “Students” tab on
the Dashboard menu.

Your Actions

First Name Last Name Status Last edited on Last edited by

......

92
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Students Tab — Finding a Student

1. Once you select the “Students” tab, select one of the

two search options:

 Search my students — Navigate to page 95

 Search all students — Navigate to page 96

Using the “Search all students” functionality searches all
data within the system. The “Search my students”
function displays/searches all students that are at a
facilities where the SCO has access. Depending on which
option you select, different search field options
populate.

Note:

Before searching for a student, this page defaults to display “Active” students in

alphabetical order.

Neither search option allows users to search for a student by SSN.
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Students Tab — Finding a Student Cont'd

a. Search my students - Search for a
student by entering their “First name”,
“Last name”, or “Student ID”. There are
several filters to help narrow your search
results such as, “Enrollment status”,
“Training type”, and “Program”. “Program”
is populated by the programs approved in
WEAMS. In addition, non-matriculated and
undeclared are available dropdown options
that are enabled and displayed if the

“Training type” is IHL.
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| 15+ Find and >dd a student

Students

O
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b. Search all students - Search for a

e Y/ °
student by “First name”, “Middle ———————
Students
V4 Y/} ‘N («
name”, Last name”, “Email”, “Phone
” “ . ” Gearch repebods oot e o dien oF vl
number”, or “Date of birth”.
Note: BT
* Although all fields are not required to populate search results, canitfind a student?
there is minimum search criteria of first two letters of Last name © Ll o, it 42000
or Date of Birth.

 Ifan SCO can’t find a student using the correct Date of Birth, use
1/1/1900 and the correct last name when searching. This is will
resolved in future iterations of EM.
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Students Tab — Adding a Student to a School

£ oW

v ?’ »

3 o

a @

Y ) £
* byg) .151

1. Once you have searched for a student,
select the correct student from the list | ...

Benefit type

Claimant benefit type

of results. Then, select the “Add _
student to school” button. =

EEEEB|E ¢
- Sad = = I = ™~

GARY SMITH

) schools

SSSSSSSSSSSSS
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Students Tab — Adding a Student to a School Cont'd

2. The student’s known biographical, benefit type, e

CARY sMITi

Benetts type idsrmatizn

and contact information appears. Select the e

“Continue” button after you verify all the
information.

Note:
e Inthe first release of EM, a SCO could edit biographical information; however, due to

the system integration affecting multiple VA Systems, SCOs must not edit an existing
student’s address or other biological information.

e |tis the responsibility of each student to update their address and any other
biographical information. If the information is incorrect, students need to reach out to
the Education Call Center (ECC) or AskVA (AVA).
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SENEFITS

Students Tab — Adding a Student to a School Cont dl

Student dd g student > Add student: GARY SMITH

Neang

Addstudent
3. Input the corresponding school and —
program information for the student. Once @ <12 setetschootand program

School and program information

the information is entered, select the

School (*Required

”Save” button CENTRAL TEXAS COLLEGE-MARBLE FALLS - 14X5
[ ]

L L]

Note:

L L]

IHL

* Ifastudent is under the age of 18 years, a warning message displays.

Objective type ("Requirad

* Each dropdown arrow highlights the following information:

L L]

Associate of Art
* School — Contains all the facilities to which the SCO has access.
* Training type — Contains the unique training types available at the selected facility
* Objective type — Contains the various degree or certificates available at the selected
facility. If the student is a guest student, you may still select the appropriate objective
type within EM.

Program (*Required

L L]

AAS CHILD DEVELOPMENT

Program — Contains a list of the programs listed in WEAMS which are available at the
selected facility. In addition, non-matriculated and undeclared are available drop-down
options that are enabled and displayed if the Training Type is IHL.

Date of birth

02/11/2006

Warning : Student is under 18 years of age. Benefits may not be payable unless
the student has a secondary school diploma (or equivalency certificate).

= SN @ { Return to Table of Contents 100
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Students Tab — Adding a Student to a School Cont'd 2 {®:

“yynga™

4. Select the “Add student” button to

. . . Add student
complete adding this facility to the -
StUdent- eofz Select school and program

School and program information

Note: If the student is attending multiple facilities, SRR ESRAR SRR R SRS Edit
. . . IML

including branches or extensions, the SCO should select R

“Add another school”. AAS CHILD DEVELOPMENT

Add another school

<< Back Add student

== nrzar @) " Return to Table of Contents o




Students Tab — Adding a Student to a School Cont'd 3 ""’*‘-*-'

5. View the successfully added

GARY SMITH
program under the student’s

Enroliments Student Info Programs Benefits Notes History BENEFRIT

“ P ro g ra m S” ta b . Chapter 33 Post 9/11 G] Bill (pending)

Benafits remalning

Banaft levet
Academic Info ) )
Contact information @
CENTRAL TEXAS COLLEGE-MARBLE FALLS e
Emall addrass
garysmith@amai.com
XAS €
o~
v
Waling address
8055 Renault Dr
Grenloch, PA, US 08032
[ s
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Student Profile Cont'd

Once you are in the “Students” tab and selected a
student, there are several tabs on a student’s profile.
Select the hyperlinked text or navigate to the
corresponding page number:

 Enrollments Tab — Navigate to page 105

e Student Info Tab — Navigate to page 107

* Programs Tab — Navigate to page 111

 Benefits Tab — Navigate to page 120

 Notes Tab — Navigate to page 122

History Tab — Navigate to page 124

 Reports Tab — Navigate to page 129

4°uﬁ G'ﬂq‘

* o
- O
™ -
5 e §
‘s *

4,

0,
“y>na3 3"
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Student 1D
Enroliments Student Info Programs Benefits Notes History
lter Add enroliment
Spring 23 at CENTRAL TEXAS COLLEGE-MARBLE FALLS Amend I
Facility code: 14X51243 | January 09, 2023 - May 12, 2023
ENROLLMENT - SUBMITTED Total credit hours 15 A
Residents Credits 12 Tultion and fees $18,000.00 Vacation Periods
Online Cradits 3 ® 3043 3UNS
Enrollment history
Type Effective date Submitted date Status
Encollment 2/19/2023 SUBMITTED ails
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Student Profile — Enrollments Tab

The first tab in the student profile is the
“Enrollments” tab. From this tab, SCOs can
view all student enrollments and enrollment
statuses, add enrollments, and amend
enrollments. Additional details including the
“Enrollment history” are displayed by
selecting the “V” button to expand.

Note: The original enrollment, associated amendments, and

corresponding monthly certifications are viewed by selecting the blue
dropdown arrow and then selecting “View Details”.

0 EDUCATION SERVICE
=T‘= Gl BILL PROGRAMS

{ Return to Table of Contents
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lents  GARY SMITH
Student ID
Enroliments Student Info Programs Benefits Notes History
= Filter Add enroflment
Spring 23 at CENTRAL TEXAS COLLEGE-MARBLE FALLS [ Sk
ity code: 14X51243 | January 09,2023 - May 12, 2023
ENROLLMENT - SUBMITTED  Totai credit hours 15 v
idents Credits 12 Tuition and fees $18,00000 = Vacs
Online Credits 3
Enrollment history
Typ Effec date  Submitte ddats  Statu
Enrol 3 ITTEL
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Student Profile — Student Info Tab %.-

The second tab in the student profile
o ) y . GARY SMITH
is “Student Info”. The “Student Info

Enroliments Student Info Programs Benefits Notes History BENEFIT

tab includes two additional tabs, “Bio- —

Info” and “Contact-Info”.
Contact information E’

Biographical information

Modte phone

Maling address
2055 Renault Dr
Grenloch, PA. US 08032

== nrzar @) { Return to Table of Contents s




Student Profile — Student Info Tab Cont'd

/)

%%. w e

/

SENEFITS

Section 1: The “Bio-Info” tab lists a student’s
personal information, such as “First name”,
“Last name”, “Date of birth”, and “Student
ID”.

Note:

* Information can be updated in the corresponding fields,
excluding the Date of Birth. If the Date of Birth is inaccurate,
students need to reach out to VA and request their
information is correctly updated.

Biographical information

O

== nrzar @) { Return to Table of Contents
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Student Profile — Student Info Tab Cont'd 1

Section 2: The “Contact-Info” tab
includes a student’s phone number,
email address, and mailing address.

Note: Please do not change the contact information. If
any of the fields are inaccurate have the student reach
out to VA to request their information is correctly
updated.

Contact information

Phone numbers and email address

Mailing address

“Ww

== nrzar @) " Return to Table of Contents
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Student Profile — Programs Tab

The third tab in the student profile
GARY SMITH

is the “Programs” tab, which
displays both previous and current
programs a student is enrolled in by

facility. The top program listed is the | =™ AR

current or active program the
student is pursuing.

Note: This view only populates programs at the SCO’s
designated SChOO/. If necessar)/’ Select the II+II tO ViEW VA MEDICAL CENTER-BROCKTON MA

fanng agaress
8055 Renault Dr
Grenloch, PA, US 08032

programs at other facilities.

== nrzar @) ~ Return to Table of Contents
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Student Profile — Programs Tab — STEM Scholarship +°

1. If applicable, SCOs must choose if
the student is a STEM scholarship
recipient by selecting the “STEM” e — |l -

GARY SMITH

box.
Acad Info . ~
Contact information | ®dit
THAL TEXAS COLLEGE-MARBLI LL g
ridross
\thaar
phone
phone
Bachelors of Science
agaress
8055 Renawlt Dr
och, PA, US 03
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Student Profile — Programs Tab — STEM Scholarship

Cont’d

I

N/

GENEFITS
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2. Once the box is checked, another

,
box appears allowing the SCO to
add the CI P COde. |f Cha nges a re izj:\ell‘:]ii)(i::zz)LEGE-MARBLEFALLS
made on this sc reen, users must Stdent's Schos
select the “Save” button to confirm o B
these changes.
STEM
Note: The “Save” button is only selectable after the
“STEM” box is checked. CIP Code is not required to save

changes.
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Student Profile — Programs Tab — Updating Student’s

Academic Info

1. To make changes to a student’s
program or school, select the “Update
student’s academic info” button and

then select the “Add another school”
button.

~
~
.

GARY SMITH

Student ID

Enroliments Student Info

Update student's academic info

Programs

Benefits Notes

History

gent AHY SMITH » Update Academic Info

Update Academic Info

School and program

Bachelors of Science

OOOOOOO

information

== nrzar @) . Return to Table of Contents
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Student Profile — Programs Tab — Updating Student’s

Academic Info Cont’d
2. Please note that any mismatched

information produced during the
migration to EM removes the editing
capability of that information.

Note: The data migration process is the transfer of system
data from the previously used VA-ONCE to the newly
adapted system, EM. Any mismatched information
produced during the data migration process will remain
non-editable.

Gl
4°uﬁ ﬂq‘

* o
R
u %" °

-— A
0, ™
“yynga™

z
%

School and program information

CENTRAL TEXAS COLLEGE-MARBLE FALLS

IHL

Bachelors

BIOLOGY

of Science

== nrzar @) { Return to Table of Contents
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Student Profile — Programs Tab — Updating Student’s

Academic Info Cont’d 1

3.

In the “Additional school and program”
section, select the appropriate dropdown
option for the “School”, “Training type”,
“Objective type”, and “Program” fields.

Once you have made your selection, then
select the “Save this school” button to
confirm the changes.

School and program information

CENTRALTEXAS COLLEGE-MARBLE FALLS

Bachelors of Science

OOOOOOO

ucon s @ { Return to Table of Contents
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Student Profile — Programs Tab — Updating Student’s i*

2 ) 4
Academic Info Cont’d 2 Update Academic no
5. Once all changes have been made, | rmoomemnsaoig.

select the “Submit” button. B —

a@}f

CENTRAL TEXAS COLLEGE-MARBLE FALLS

Bachelors of Science

BIOLOGY

. CENTRAL TEXAS COLLEGE-MARBLE FALLS m
A success banner appears noting that | « —

Bachelors of Science @ success!

the academic information has been

GARY SMITH

Add another school

p—t

updated successfully.

Student Info Programa Senefits Notos History BENEFTT
Chapter 33 Poat M1 GBIl (peading)

Acd enroime
{pg 23 at CENTRAL TEXAS COLLEGE-MARELE FALLS l Y
| January 99,2023 - May 12, 202 =
C ct informatio ean

== nrzar @) [ Return to Table of Contents 1o




~
~
.

Student Profile — Programs Tab — Addlng a Guest 3
Student

1. If you need to add a student as a guest student, the student
first must be added to the SCO’s facilities before. After this,
in the Academic Info section the SCO will choose the
“Objective type” of the student's degree program at the

N
h
2 i
w
e N

Primary school. ) T

2. When the “Guest student” checkbox is selected, the

“Program” dropdown auto fills with “Guest Student”. This ==

triggers the “Parent Facility” text field to appear.

3. In the “Parent Facility” field, enter the name and choose .
from the populated choices.

4. To finalize this process, select the “Save this school” button.

Note: Guest students are uncommon at NCD facilities. e

= T @ { Return to Table of Contents 119
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Student Profile — Benefits Tab

The fourth tab in the student profile is “Benefits”, which
provides information about what benefits a student is
using (such as Post 9/11 Gl Bill, Montgomery Gl Bill, etc.).
This tab also shows how much of that benefit type the
student has remaining and the percentage benefit level of
the remaining Chapter 33 entitlement. This tool is
convenient to reference if students would like an update
on how long benefits are available to them. The
information does not display for Chapter 31. If a student is
eligible for more than one benefit, the most recent
displays.

Note:

* This information is hidden if the student chooses to opt out of this information
being shared. Benefits reflect approved and active benefit types for students.

* Remaining entitlement displayed is based on last award action for entire term.
For example, if we processed an award at full time for Summer 2023, the
entitlement shown reflects what remains after the Summer term ends.

~ - EDUCHTION SERVICE
== CBiLL PROGRAMS

Gl
< 00“ By ¢
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»

bpgy 35

SENEFITS

4,
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Enroliments Student info Programs Benefits

Current benefit type (@

Chapter 33 Post 9/11 GI Bill

Entitlement remaining

Current facility code

History

CURRENT BENEFT

Chapter 33 Post 9/11 GI Bill

Benefits remaning

36-00
Benefit level

100

Contact information
Email address

Home phone

Mobile phone

Maiing address

i Edit

{ Return to Table of Contents
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Student Profile — Notes Tab
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The fifth tab in the student profile is

“Notes”, which shows all notes that were

added when adding the student or e e el - Rl
submitting their enrollments. Users can add | ™" =7 e —

Contact information Edit |

schools - o - y idest 3
All schools - All notes s ] Rowest to cldest s Email address

GARY.SMITHI2 yahoo.com

additional notes when viewing a student
profile by selecting the “Add note” button.

v Home phone
@ This student does not have any notes to display.

You can add an nate by sefecting "Add note” above, Mobde phone
5712760150

Maling address

Note: Notes are visible in EM for you and all other SCOs to view. 3833 HAZEL COURT

Notes are not transmitted to Regional Processing Offices (RPO), e
Veterans Claims Examiners (VCE), or VA Central Office, but can

be viewed by VA employees with EM access. Notes can be

filtered and added by facility name.
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..‘0\“,‘ Gl 3"(

. o
2 )]
E “-‘ﬁ X
“é - &
% L
0 -
o,
“tysna3d”

STUDENT PROFILE
HISTORY TAB

EDUCATION SERVICE

=g&.4=' GI BILLPROGRAMS

124



Student Profile — History Tab

The sixth tab in the student profile is
“History”, where all activity pertaining
to the student profile and enrollments
is listed chronologically. Brief details
are displayed, including the user who
performed the action and the date
and time it occurred. Historical
information can be filtered by “User

types,” “Action types,” and “Schools”.

' System update processed automatically
fareliment under review

Jonuwaovy 1, 2023 - March 1, 2023

CENTER FOR WHOLENESS AND MEALTH - 250360

i Enrollment submitted

Added Januery 1, 2023 - March 1, 2023

CENTER FOR WHOLENESS AND MEALTH - 25036004

u Benefit updated

ER FOR WHOLENESS AND HEALTH - 25036004

* o
"
4 P b
RS
3, o4
®
4,
0,
"“b’:na‘a“b
Student ID
Encolimants Student Info Programs Banafits Notes |  History CURRENT BENEFIT
Chapter 33 Post 9/11 GI Bill
= Filter
36-00
Banel level
100
Newest

Contact information Edit
Email 30dmess

@ling addrass
8989 South St
Madison, TN, US 37115
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Schools Tab Cont'd Y

To access preset enrollments,

select the “Schools” tab on the
Menu Bar.

VA & Enrollment Manager

Doashboard

Welcome back,
EM_SCO

== nrzar @) Return to Table of Contents
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Schools Tab Cont’d 1 ™

VA @ iz, | Enrollment Manager 2 eM_sco01 v

The “Schools” tab displays all

Dashboard Students

i i i Welcome back, .
a Ct I Ve a n d I n a Ct I Ve p re S et EM_CS()CIge 8 CENTRAL TEXAS COLLEGE-MARBLEF/ @

enrollments, which can be

Preset enrollments
fl | t e re d by lls c h o o I ,’. T h e Pre-Set Enrollments are not applicable to Apprenticeship, Flight, or On-the-Job Training enrollments. Pre-Set Enroliments will not be available for these Training Types.
preset enrollments that o

appear on this screen are

nd date Status

Nam Begin dat E
Fall 23
Fall 23 Aug 14,2023 De
L] L] L] L] -
ACTIVE
from all the facilities to which Fal 23 Dec :
Begm date Aug 14, 2023
Fall 23 Aug 14 e NACTIVE End date Doc 8, 2023
the SCO has access
° © Edit preset snroliment
Fall 23 Aug 14 Dec WE
Spring 2 Janl, 2 May TV
Vacation Periods
Spring 2 lanl,2 Ma i ) aCatio eno
ing 2 Jan 1,7 Ma 3
Associated schools
ing 2 lan1, 2023 May 5, 2023 ACTIVE LA JOYA TECHING CENTER
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Reports Tab Cont'd Nl

1. To generate a report, navigate to the
“Reports” tab in EM.

== | Enrollment Manager

== nrzar @) " Return to Table of Contents 150




Reports Tab Cont'd 1 ,,..‘M

2. Type in the correct facility
code in the “Facility Code”
field.

VA 72w | Enrollment Manager

Reports

3. Next, enter the period forthe | '~ o8 [oarr ] O [
report in the “Begin date”, The | s s s
“End date” auto-populates to
a week after the “Begin date”.

== nrzar @) { Return to Table of Contents 151
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SENEFITS

Reports Tab Cont’d 2

4. Choose either “Summary” or “Detail” in
the “Type of report” dropdown. Once
all pertinent information has been
entered, select the “Generate report”

VA % oz | Enrollment Manager

R t
button to create your new weekly Litin
report. 6
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Reports Tab Cont’d 2

4. Choose either “Summary” or “Detail” in
the “Type of report” dropdown. Once
all pertinent information has been
entered, select the “Generate report”

VA % oz | Enrollment Manager

R t
button to create your new weekly Litin
report. 6
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Reports Tab Cont'd 3

4. Once all pertinent information has
been entered, select the “Generate
report” button to create your new
weekly report.

Note:
e The Summary report shows you the total number of enrollments,

amendments, terminations, and monthly certifications that were

processed at the chosen facility.

VA v

Reports

Gl
< 00“ By ¢

/)
W

SENEFITS

4,
o,
"“lf:ma‘a“b

= | Enrollment Manager

Students

e EM can generate a Weekly Summary Report and a Weekly Detail
Report. The Summary Report provides statistics of records submitted in
each week, and the Detail Report provides a full readout of each record
submitted in a given week. The Detail Report can be exported as a PDF
file containing the PDF forms of each record - 22-1999s, 22-1999bs, etc.
- allowing schools to keep these records on file offline.

== nrzar @) ~ Return to Table of Contents
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Reports Tab Cont'd 4

An example of a “Detail” report —
pertaining to one facility code
and containing one student’s
information is shown on the
right. Additional student
information can be accessed by
selecting the corresponding “+”
icon on the right side of the
screen.

Reports

L1
| |

Facility code & Enrollment type Student name £ Status

- Dot @ { Return to Table of Contents
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Reports Tab Cont'd 5
Additional information such as the
). - » H »
student’s “Training type”, “Benefit type”, Rreports
o H »” '{} H
and “Resident hours” and “Online i S
” [} [
h o u rs I S d I S p I aye d * 14651 ENTRAL TEXAS COLLEGE MARS L AT « CIVILIAN PERSONNEL ADVISORY CENTER » SENADTAS « LA JOVA TECHING CENTER
e  Export Reports can be used to export and download your report as a CSV. fi
° Print REportS Can be used to download eaCh report as a PDFfiIe. Facility code & Enrollment type Student name £ Status scos Submission date $
e Additional details are displayed by expanding the rows. Expanded information
varies by training type. e EC Gk siadlic
e ForlHL, NCD, and VET TEC, expanded fields contain details regarding credits Tiingtype  Benefittype  GeginDae  EndOste  Residenthours  Online hours
(e.g., resident hours, online hours, remedial/deficiency hours, clock hours), i T et
tuition and fees, Yellow Ribbon, amendments, and terminations. - NS I et
e  For OJT and APP, expanded fields contain details regarding enrollment
information (e.g., approved hours, trainee hours per week, prior training time), 0 [ & rinripos | @
monthly certifications (e.g., hours trained, month certified), and terminations.
e  For FLT, expanded fields contain details regarding total program charges, a
summary of total hours (e.g., dual, dual simulator hours, solo, ground school,
pre/post hours, other), and terminations.
= DT @ { Return to Table of Contents 136
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Certifications by Facility Type Cont'd

The process for certifying enrollments depends on your facility type. Locate
your facility or program type. Select the hyperlinked text or navigate to the
corresponding page number:

e |nstitutions of Higher Learning (IHL) — Navigate to page 138

e Non-College Degree Programs (NCD) — Navigate to page 178

* On-the-Job Training /Apprenticeship (OJT/APP) Programs — Navigate to
page 217

* Flight Schools — Navigate to page 250

Note: Automated emails are automatically sent to students each time a certification is submitted.

== nrzar @) { Return to Table of Contents 12
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IHL — Table of Contents

Select the hyperlinked text or navigate to the corresponding page number:

e Add a Preset Enrollment — Navigate to page 141

 Edit a Preset Enrollment — Navigate to page 148

e Add and Submit an Enrollment — Navigate to page 152

* Amend an Enrollment — Navigate to page 165

Note: Automated emails are automatically sent to students each time a certification is submitted.
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IHL — Preset Enrollment Overview
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Preset enrollments are term dates on approved school calendars that can be
pre-populated. In EM,

 The “Active” status for preset enrollments refers to enrollment periods
currently being used and displayed in your dropdown menu.

* The “Inactive” status refers to enrollment periods you no longer wish to
see displayed. These are usually terms in the past you are no longer
certifying.

{ Return to Table of Contents 141
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Add a Preset Enroliment

To access preset enrollments,
select the “Schools” tab on the
Menu Bar.

VA @ itz | Enrollment Manager 2 EM_SC001 v

Dashboard Students
N leome et
NTRAL LLEGE- LEF/ &
EM_SCO
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Add a Preset Enroliment Cont'd N

The “Schools” tab displays all

active and inactive pre set Preset enrollments

Pre-Set Enroliments are not applicable to Apprenticeship, Flight, or On.the-Job Training enrollments. Pre-Set Enroliments will not be available for these Training Types.

enrollments, which can be
filtered by “School”. The -

preset enrollments that T e e
appear on this screen are b s
from all the facilities to which el M
the SCO has access. e . ‘ Slaienins
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Add a Preset Enrollment Cont'd 1 Nl

1. Select the “Create preset
enrollment” button.

Pre-Set Enroliments are not applicable to Apprenticeship, Flight, or On-the-Job Training enrollments. Pre-Set Enroliments will not be available for these Training Types.
Schoo
Al $ | © create preset envoliment
D Active only
Name Begin date End date Status
Fall 23
Fall 23 Aug 14,2023 Dec 8, 2023 ACTIVE
ACTIVE
Fall 23 Aug 14, 2023 Dec B, 2023 ACTIVE
Begm date Aug 14, 2023
Fall 23 Aug 14, 2023 Dec 8, 2023 INACTIVE End date Doc 8, 2023
Fall 23 Aug 14, 2023 Dec B,2023 INACTIVE
© Edit preset snroliment
Fall 23 Aug 14, 2023 Dec &, 2023 ACTIVE
Spring 23 Janl 2023 May S, 2023 INACTIVE
Vacation Periods
Spring 23 Jan 1, 2023 May 5, 2023 AMTIVE No vacation period in this enroliment
Spring 23 Jan 1, 2023 May 5, 2023 ACTIVE -
Associated schools
Spring 23 lanl. 2023 May 5,2023 ACTIVE LA JOYA TECHING CENTER

== nrzar @) . Return to Table of Contents
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SENEFITS

Add a Preset Enrollment — Basic information

2. Input the following information under the

New preset enrollment
“Basic Information” section: L S
e “Name” — Of Enrollment Period is an
optional field (e.g., Fall 2021, Spring
e “School” — Dropdown list contains all ~
facilities the SCO has access to O —
 “Begin date” = i S
* “End date”
Note: A warning message will appear if the begin date inputted tamuint b O

is more than 180 days (6 months) in the future.
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SENEFITS

3. Input any relevant “Vacation Periods”
coinciding with this enrollment and select the
“Save vacation period” button. Select the
“Delete” button to discard the vacation
period.

Note: The term holiday vacation means a customary, reasonable vacation period that is
identified as a holiday vacation in the educational institution's literature, approved by
the State Approving Agency of jurisdiction. Vacation Periods should not be entered
unless they are seven or more calendar days long. Vacation Periods are used when
certifying non-standard enrollment periods for all benefits. You can hover over the
“What Constitutes a Vacation Period?” text for more information. This newly created
preset enrollment associates with the specific facility when creating a preset
enrollment.

== nrzar @) ~ Return to Table of Contents
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Vacation periods
What counts as a vacation pernod?
E nDa Required
30 M
End D Required
03/1 |

Select this checkbex to make this pre-sat enrofiment active, Unselect to make it inactive

Caution: If you make this pre-set inactive, the pre-set will no longer appear in the Enrallment
Name dropdown or in the Pre-Set Enroliment page’s table

Create preset enroliment
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Add a Preset Enrollment — Vacation periods Cont'd i ™:

4. Select the “Create preset
enrollment” button to save the

Vacation periods

What counts as a vacation period?

preset enrollment.

Vacation Period

|
03/03/2023 - 03/13/2023 | Edit

+ Vacation period

Select this checkbox to make this pre-set enrollment active. Unselect to make it inactive

Caution: if you make this pre-set inactive, the pre-set will no longer appear in the Enrollment

Name dropdown or in the Pre-Set Enroliment page’s table

Create preset enroliment Cancel
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Edit a Preset Enrollment =

1. To edit a preset enrollment,

select the SpECIfIC Preset enrollments
e n rO I I m e n t tO b e u p d a t e d ) Pre-Set Enrollments are not applicable to Apprenticeship, Flight, or On-the-Job Training enroliments. Pre-Set Enrollments will not be available for these Training Types.
then select the “Edit preset |- R —

enrollment” button.

Nam Begin dat End date Stat
Fall 23
Fall 2 Aug 14, 2023 Dec B, 202 ACTIVE
ACTIVE
Il 2 1z 14, 20 3 Dec ) ACTIVE
Begin date Aug 14, 2023
Il g 14, Dec CTIVE End date Dec 8, 2023
all 2 14, Dec e
© Edit preset enroliment
all 214, Dec TIVE
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Edit a Preset Enrolilment Cont’d *&-
Fall 23
2. Correct existing information for this | sasicinformation
preset enrollment period such as
the begin or end date or vacation
period dates. The school cannot be | o csimei| Vacationperiods
changed while editing a preset || mem—
enrollment. Select the “Save preset s |0 || [wmawmas | o]
enrollment” button when finished e ||
making edits. Wik .

= DT @ { Return to Table of Contents 151




Edit a Preset Enrollment Cont'd 1 PR
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When preset enrollment periods are | Presetenroliments
edited:
* New, updated preset enrollment | ...

H o Create preset enreliment

ol [ ) Name Begin date End date Status
appears as “Active”. e "
ACTIVE
Fall 23 Aug 14, 2023 Dec &, 2023 ACTIVE
Begin date Aug 14, 2023
* Old enrollment appears as ik
(l L4 ” i o5 .v.A’ ki ' "i[ . °£dlt preset enrollment
Inactive”. ot
= & : E Vacation Periods
Jan 1, 2023 h ACTIVE NG vacation perad in this earoliment
Note: Certifications already submitted using the original o ' ‘ Ao se
Soding 23 Jan 1. 2023 May 5, 2023 £ i LL(GE-MARB#:;?:::}
preset enrollment do not automatically change. If "

changes need to be made to certifications that were

Pre-Set Enroliments are not applicable to Apprenticeship, Flight, or On-the-Job Tralning enroliments, Pre-Set Enrollments will not be available for these Training Types.

already submitted, the SCO must amend the certification
to change the certified dates and/or vacation period.
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Add and Submit an Enroliment

1. Select the “Students” tab in
the Dashboard menu to
navigate to the student profile
to add an enrollment.

Enrollment Manager

.

Welcome back,
EM_SCO

{ Return to Table of Contents
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Add and Submit an Enrollment Cont'd Nt

2. If the student has already been

enrolled with your institution, they ]
populate under the “Search Results” i e

tab. Select the student profile and then

select the “Go to profile” button on the S e =0
right-side pane. ——

Note: If the student has not been enrolled at your facility, utilize the
“Search all students” function to find the student and add their ey S
program information. Then you can add their enrollment. If the o

student is not searchable after using both search methods, follow
the steps to create a new student profile.
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Add and Submit an Enrollment Cont'd 1 o
3. Select the “Add enrollment”
LISA DORSEY
button on the Enrollments tab to
begi n a d d i n g a n e n rOI I m e nt . : Enroliments Student Info Programs Benefits Notes Mistory :::«;:l"r]”w e e
0 This student does not have any czr\roihnc—lf-ts to display. Mtfﬂ:“:m?:m
Notes. Comactmfommnon E\
A message is displayed to make SCOs aware this student e —
does not have any enrollments added to their profile. Ada Itle ansolbients
* SCOs can add multiple IHL enrollments by selecting the ‘ g s
"Add multiple enrollment" option from the "Add sareiment nformation
enrollment" dropdown on the enrollments tab. The — ° ve
multiple enrollments and single enrollment views require waenrmy |3 [ | €3 . v
the same information to be entered. o e .
MY 0 0 s Vv
[« At snuter mrsrwr |
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4. Input the appropriate information below for each section:
a) “Enrollment Information”
b) “Credits and Tuition”
c) “Vacation Periods”
d) “Remarks and Notes”
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Information

a) Input the student’s enrollment information.

* “Training facility” — This dropdown contains all
the facilities the student has been enrolled in.

* “Enrollment name” — You can select the preset
enrollment that you created earlier to pre-fill in
the begin and end dates, if applicable.

* “Begin date”

* “End date”

Note:

e |fyou have access to certify for more than one facility, you can see all the
facilities in the “Training facility” drop-down and can select which one the
student is attending.

e Enrollments can not be submitted more than 6 months in advance for Ch33
and 4 months for non-33 benefit types.

4,
o,
"“hna‘a"b

Add UNDERGRAD enrollment

LISA DORSEY

Enrollment information

Training facility (*Required

14X51243 - CENTRAL TEXAS COLLEGE-MARBLE FALLS-AACOM @

o= nrzar @) { Return to Table of Contents
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Add and Submit an Enrollment — Credits and Tuition

b) Input the student’s “Credit” information.
Refer to the number of residential or
classroom credits taken to populate the
corresponding fields. If WEAMS indicates the

school is online only, these fields are disabled.

Note:

® Online credits refer to the number of distance (online or non-classroom) credits taken
during the term.

e Clock Hours refer to the number of clock hours taken per week and are typically
found in NCD programs, internships, and externships.

e Remedial/Deficiency refers to the number of remedial or deficiency credits taken
during a term.

e A warning message will appear if users fail to enter at least one hour type with a
value greater than zero.

== nrzar @) ~ Return to Table of Contents
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Credits and tuition

Resident credits

Tuition & Fees amount (*Required)

18000
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Add and Submit an Enrollment — Credits and Tuition
Cont'd

/)
¥

<4

c) Input the student’s “Tuition & Fees
) Credits and tuition
amount’. ——
| 15
Note: Qi crats
* "Net" T&F should be entered for all Chapter 33 |
students. If T&F are required for a non-Chapter 33 Clockhours
student, "Charged” T&F should be entered. °
 EM will automatically insert a remark regarding it
foreign currency when the student is being certified L
at a foreign school (This is determined by the last 2 Tuition & Fees amolint {*Required
digits of the facility code). (2P
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Add and Submit an Enrollment — Vacation Periods ,,,
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d) If this is a non-standard length term with a published
vacation period of 7 or more calendar days, it can be
entered when submitting an enrollment.

* To make changes to the vacation period, select the Vacation periods
) Ed it” b utton. bt sl oo i
* To add additional vacation periods for this

11/20/2023 - 11/27/2023 Edit

enrollment, select the “+ Vacation period” button.

+ Vacation period

Note: The Vacation period auto-populates from the Preset Enrollment if one was set up
but please check to make sure the vacation period is correct and edit it or add any other
breaks as-necessary. You can hover over the text that says, “What counts as a vacation
period?” for more information. “A vacation period must be 7 days or longer and occur

during the student's enrollment".
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40\)“ GI ﬂ.f(‘

Add and Submit an Enrollment — Remarks Nl

5. Before submitting the enrollment, select any Lm__]_
relevant “VBA remarks”. Please only create T
“Custom Remark” when necessary, as they

slow down processing time.

Note: Feel free to add any notes for yourself or for other SCOs at your O e e P
facility. Notes are not be submitted to VA with the enrollment but can be B R —

re Vie Wed by VA I:f n ecessary' Custom remarks will delay the process| ing of your student's

enrollment and possibly the delivery of payments.

= =5?m“m%we ‘ Return to Table of Contents 62
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Add and Submit an Enrollment — Submit or Discard ™

g‘ne ]

6. Select “Submit enrollment” button
to S u b m it th e n EW e n ro | | m e nt By submitting this record, | certify that the previous statements are true and correct to

the best of my knowledge and belief.

information or select “Save as T

draft” button to finish the process
later. To discard edits to the
enrollment, select the “Discard

There is data in this form.

Ed itS” b u tto n . Would you like to cancel and return to this enrollment, or

discard it?

Note: If for any reason, user navigates away from the m

enrollment page, a pop-up screen with a message

prompting user to stay on the page or discard data

displays.
o= nezar @) [ Return to Table of Contents 163
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Add and Submit an Enrollment Cont’d 3 *&

Once the enrollment is submitted, | & suces

CENTRAL TEXAS COLLEGE-MARBLE FALLS (14X51243) 08/14/2023 - 12/08/2023

a success banner appears in green | .o

at the top of the page.

Chapter 33 Post 9/11 GI Bill (pending)

= Filter Add enroliment Benefits remaining
Bansfit lavel
Fall 23 at CENTRAL TEXAS COLLEGE-MARBLE FALLS

Note: Facility code: 14X51243 | August 14, 2023 - December 08, 2023 Coistinck ifaninatica -m
* To view an overview of the enrollment e — 8 —
. NROLLMENT - SUBMITTED  Total cradit hours 1. ~ isa dorsey@gmail.c
submitted, select the down arrow under the =
o” ” Residents Cradits 15 Tultion and fees $18,000.00 Vacaton .F":"lll.l?‘. > Home ohone
Amend button_ AR o 11/20/2023- 11/21/2023 o

* VR&E Counselors now receive emails when N—

enrollments and amendments are submitted Tyve Sacivessts  Swbeiteedie: Stitws s

for tthr StUdentS. Enrollment 2/20/2023 SUBMITTED View details
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Add and Submit an Enrollment Cont’d 4

Before adding or submitting an enrollment, please review the following functionality changes
in EM:

1. The option to add Multi-Line Enrollments is not a current functionality of EM. This is a
planned function for a future release.
2. Dual Degree / Dual Objectives Enroliments cannot be certified currently in EM.
e To document a student’s Dual Degree or Dual Objective Enrollment in EM, select one
program from the available “Program” dropdown options and “Add a Custom
Remark”.

* An example custom remark could be, “Student concurrently pursuing 2 degrees
additional program is [program name]”.

0 EDUCATION SERVICE
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Amend an Enroliment "y

In EM, “Amendment” refers to any change made to an enrollment after it is
submitted, including terminations.

There is no differentiation between amend and adjust.

Note:

 EM can process more than one amendment on a single certification in a 24-hour period for Chapter 33
students. For non-Chapter 33 students, continue with submitting successive adjustments on separate days.

* SCOs can now submit new enrollments and amendments for pre-existing Veteran Rapid Retraining Assistance
Program (VRRAP) students. The addition of new VRRAP students is not possible. VRRAP students only applies
for non-degree seeking IHL programs.
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Amend an Enrollment Cont'd Sl
1. After you search and select the student,

navigate to the student’s “Enrollments”

. : LISA DORSEY

tab, identify the enrollment to Amend,

and Select the llAmend” button. The Enroliments | Student Info Programs Benefits Notes History

information for the selected enrollment, | =«

appears, which may or may not be e P55 i

current, since amendments canbemade |

to previously completed enrollments.
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Amend an Enrollment — Enrollment Information "‘M

2. Once Amend is selected, you are taken to a

Amend UNDERGRAD Enrollment

CENTRAL TEXAS COLLEGE-MARBLE FALLS

page that shows all existing information

i UNDERGRAD

about the selected enrollment. There, you

LISADORSEY

can change the “Begin date” and “End it
date” fields to display corrected dates but gty e
the “Enrollment name” is read-only.

Note: You cannot change the facility. If the student was certified under “' A

the wrong facility terminate the cert and add a Custom Remark. This off- I

ramps the cert to ensure no debt is created. Then, add the student under 12/08/2023 m

the correct facility and recertify the term.
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Amend an Enroliment — Enroliment Information Nt
Cont'd -

3. To make changes to the “Credits and tuition”

Credits and tuition

section, navigate to the appropriate fields PR
and input accurate values for the “Resident
credits”, “Online credits”, “Clock hours”,
“Remedial/deficiency credits” and/or the
“Tuition & Fees” field.

Note: Once you make changes to credit or clock hours, a new section Tuition & Fees amount (*Requi

. : Amendment informati
automatically appears called Amendment Information. Here, you endment information

select the applicable amendment reason pertaining to this enrollment
and input the effective date. Depending on the amendment reason L e
that is chosen, a Revised End Date may be required. O

= DT @ { Return to Table of Contents 170




Amend an Enrollment — Credits and Tuition

4. |If the student is graduating or
completing the program, select the
“Graduation /End of Term or Course”
checkbox. If the student is terminating
their enrollment, select the
“Termination” checkbox.

Note: If the “Termination"” checkbox is selected, all the
pre-existing values under the “Credits and tuition” section

following the effective date update to zero.

Credits and tuition

Graduation/End of Term or Course

D Termination
Re ent credits

Gl
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Credits and tuition

G Graduation/End of Term or Course

n Terminatior
Resident credit
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5. For both graduation/end of term or
course or termination, it is required to
fill out the “Amendment information”
section. Depending on which box is
selected, the amendment reasons
specify based on selection.

Note: Any other option chosen beside “Other” for termination or
graduation/end of term or course auto populates the “Amendment
effective date”. The “Amendment effective date” for graduation
and completion should always be the last day of the reported term,
NOT the date of the graduation ceremony. The only exception is for
students who finish the term earlier than expected.

o,
"“hna‘a"b

Termination

Amendment information

Amendment Reason (*Required)

“»

Pre-registered but reduced prior to first day of term

Amendment effective date (*Required)

05/31/2023

Graduation/End of Term or Course

Amendment information

Amendment Reason (*Required)

L 13

End of Term or Course

Select \
End of Term or Course
Graduation

. Other
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6. If “Other” is selected, it is required to
manually input the “Amendment effective
date” as well as a “VBA” or “Custom

Remark” to explain the amendment reason.

Note:

 EM auto-generates a remark noting an amendment was made when a
SCO enters any change to a begin date, end date, or tuition and fees.

When submitting an amendment if increase or reduction in hours do
not match the amendment reason, an error message displays.

e Mitigating Circumstances do not always appear and are only required
when the “Withdraw after drop period - non-punitive grades
assigned (Typical Termination)” amendment reason is selected.

Amendment information

Amendment Reason {"Required

Remarks

Ploase apply cither a VBA or Custom Remark to explain the amendment reason of "Other”

VBA remarks

O

Select

[ + Add Custom Remark ]

== nrzar @) ~ Return to Table of Contents
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Amend an Enrollment — Notes

7. After inputting all required values for the

: : Notes (optional)
enrollment and any optional notes, submit the
amendment or save the amendment as a draft. ot st ce ittty
Notes are stored in the student’s profile. They are not submitted with the enroliment.
Note: .
* Ifyou are submitting an amendment for the second 1010 enrollment
verification, you also have the option to submit a no-change amendment, if
there is no change to the submitted enrollment. To do so, simply scroll to the
bottom and select the “Submit amendment” button or save the amendment
as a draft by selecting the “Save as draft” button. Once an amendment is
submitted, the status of the amendment displays, just like the enrollment s A e N sk o e oo W Rt tes
status. For more information on the second 1010 enrollment verification, (FOA)
review Section 1010.
* If notes are added, these notes are viewable to anyone with EM access who f‘::;‘::‘::’:z ‘:;;i‘;':e L:"b'z;:“" SO Pvionn SEIDMISHIN SIS 110 0N ClmnicE 90
needs to view information about a student’s enrollment. They are not sent to
VA for processing purposes. D
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Amend an Enrollment Cont’d 1

8. A success banner appears noting

that the amendment has been
added.

Q Success! X
CENTRAL TEXAS COLLEGE-MARBLE FALLS (14X51243) 08/14/2023 - 12/08/2023

has been added as an amendment

== nrzar @) { Return to Table of Contents i




Amend an Enrollment Cont'd 2

9. The status of the amendment
appears on the “Enrollments” tab
of the student profile.
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LISA DORSEY

Student 1D

Enroliments Student Info Programs

Banefits

Facility code: 14X51243 \ August 14, 2023 - December 08, 2023

AMENDMENT - SUBMITTED Total credit hours 21

Residents Credits 18 Tuition and fees  $18,000.00

Online Credits 3

Enrollment history

Notes History

Add enroliment

Amend

Vacat:on Perods

o L1/20/2023 - 11/2T/2023

BENEFIT

Chapter 33 Post 9/11 G Bill (pending)
Bonefits remaining

Benafa lavel

Contact information

Emall addrass
lisa. dorsey@gmail. com

Home phone

Motile phone

Mading address

301 Glebe Rd

Type Effective date Submitted date Status Arlington, VA, US 22201
Amendment 5/14/2023 2/20/2023 SUBMITTED View detaits
Enrollment - 2/20/2023 SUBMITTED View detaits
{ Return to Table of Contents 176
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If the amendment terminates the enrollment, no further changes can be
made. If the enrollment was terminated by mistake, recreate the enrollment
to amend it further. When recertifying a terminated enrollment for a CH33
certification SCOs must add the following remark "correcting previously
terminated enrollment. Notice of Change in Student Status to follow” on the
recertification so T&F are not released to the school again. Then the SCO must
resubmit any amendments and/or corrections and then re-terminate the

term.
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Congratulations!

This is the end of the
instructions for the selected

facility type.

Select here to navigate to the Helpful
Resources section.
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NON-COLLEGE DEGREE
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Select the hyperlinked text or navigate to the corresponding page number:

e Add a Preset Enrollment — Navigate to page 180

 EditaPreset Enrollment — Navigate to page 188

* Add and Submit an Enrollment — Navigate to page 192

e Amend an Enrollment — Navigate to page 204

Note: Automated emails are automatically sent to students each time a certification is submitted.
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Preset Enrolilment Overview

Preset enrollments are enrollment dates on approved school calendars
that can be pre-populated.

In EM, the “Active” status for preset enrollments refers to enrollment
periods that are currently being used and displayed in the dropdown
menu. “Inactive” refers to enrollment periods that you no longer wish to
see displayed. These are usually enrollment periods in the past that you
are no longer certifying.
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Add a Preset Enrollment Cont'd %

To access preset enrollments,
select the “Schools” tab on
the Menu Bar.

VA @ iz | Enrollment Manager BT

DISherd

Welcome back,
EM_SCO

CENTRAL TEXAS COLLEGE-MARBLEF/ @
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Add a Preset Enrollment Cont’d 1 *&-

The “Schools” tab displays all

active and inactive preset Preset enrollments

Pre.Set Enroliments are not applicable to Apprenticeship, Flight, or On-the-Job Training enroliments. Pre-Set Enroliments will not be available for these Training Types.

enrollments, which can be
filtered by “School”. The ——

$ o Create preset enrollment

Name Begin date nd date Status

preset enrollments that : e
appear on this screen are from e i
all the facilities to which the |
SCO has access. ‘ f MM“'W
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Add a Preset Enrolilment Cont'd 2

1. To add a preset enrollment,
select the “Create preset

enrollment” button.

Schools » Preset enrollments

PaNIVating

Preset enrollments

Pre-Set Enroliments are not applicable to Apprenticeship, Flight, or On-the-Job Training enroliments. Pre-Set Enrollments will not be available for these Training Types.

School

Al ¢ © create preset enroliment
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Add a Preset Enrollment — Basic information

2. Fill out the following information under
the “Basic Information” section:

e Name — Of Enrollment Period is an
optional field (e.g., Fall, 2021, Spring
2022)

* School — Dropdown list contains all
facilities the SCO has access to

* Begin date

 End date

Note: A warning message will appear if the begin date inputted
is more than 180 days (6 months) in the future.
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SENEFITS

New preset enrollment

Basic information
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Add a Preset Enrollment — Vacation periods

3. Enter any relevant “Vacation Periods” that
coincide with this enrollment and select the
“Save vacation period” button. Select the
“Delete” button to discard the vacation
period.

Note: The term holiday vacation means a customary, reasonable vacation period which
is identified as a holiday vacation in the educational institution's literature, approved
by the State Approving Agency of jurisdiction. Vacation Periods should not be entered
unless they are seven or more consecutive days long. Vacation periods are used when
certifying an enrollment period other than a standard-length semester or quarter. You
can hover over the text that says, “What counts as a Vacation Period?” for more
information. This newly created preset enrollment associates with the specific facility
when creating an enrollment.

== nrzar @) ~ Return to Table of Contents
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Vacation periods

What counts as a vacation penod?

Create preset enrollment

Cancel "'|
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Add a Preset Enrollment Cont’d 3 ""&-

4. Select the “Create preset
enrollment” button to save the

Vacation periods

What counts as a vacation peried?

preset enrollment.

Vacation Period

|
03/03/2023 - 03/13/2023 | Edit

+ Vacation period

Select this checkbox ta make this pre-set enrollment active. Unselect to make it inactive

Caution: if you make this pre-set inactive, the pre-set will no longer appear in the Enrollment

Name dropdown or in the Pre-Set Enroliment page’s table

Create preset enroliment Cancel

e oz e [ Return to Table of Contents -
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Edit a Preset Enrollment Cont'd

1. To edit a preset enrollment,
select the specific
enrollment to update, then
select the “Edit preset
enrollment” button.

Preset enrollments

Pre-Set Enrollments are not applicable to Apprenticeship, Flight, or On-the-Job Training enrollments, Pre-Set Enroliments will not be available for these Training Types.

All $ ° Create preset enrollment

Nam Begin dat End date Status
Il Aug 14, 2023 Dec 3 ACTIVE
Fall 2 1 14, 2023 Dec 123 &CTI'-'E
Fall 2 g 14,2023 Dec 023 INACTIVE
all 2 £14,2023 Dec 123 !
Fall 2 g 14,2023 Dec B, 2023 ACTIVE

Fall 23

ACTIVE

Begin date Aug 14, 2023
End date Dec 8, 2023
© Edit preset enrollment

== nrzar @) [ Return to Table of Contents
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Edit a Preset Enrollment Cont'd 1 =
2. Correct existing information
for this enrollment period :i?jmmm Vac|ationperio N
such as the begin or end
date or vacation period
dates. The school cannot be s
changed while editing a
preset enrollment. Select the| ... -
“Save preset enrollment” | vacationperiods

button when finished

making edits.
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Edit a Preset Enrollment Cont'd 2

When preset enrollment periods are
edited:

* New, updated preset enrollment
appears as “Active”.

e Old enrollment appears as “Inactive”.

Note: SCO that any certs already submitted using the
original preset enrollment do not automatically change.
If changes need to be made to certs already submitted,
the SCO must amend the cert to change the certified
dates and/or vacation period.

Gl
< 00“ By ¢

* ©®
R
[ -
PR "
% -

4,

0,
"“hna‘a"b

Preset enrollments

Pre-Set Enroliments are not applicable to Apprenticeship, Flight, or On-the-Job Training enrollments, Pre-Set Enroliments will not be available for these Training Types

$ o Craate preset enro Iment

Name Begin date End date Status

Fall23

oy Aug 14, 2023
End date Dec 8, 2023
© Edit pr {lm

Amsociated schools
CENTRAL TEXAS COLLEGE-MARBLE FALLS
f 1y 1 14X51243
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Add and Submit an Enrollment Cont’d ol

1. Select the “Students” button
in the Dashboard menu to
navigate to the student profile
to add an enrollment.

VA @ iz | Enrollment Manager

D.Shboard

Welcome back,

EM_SCO

194
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Add and Submit an Enrollment Cont'd 1

2. If the student has already been
associated with your education or
training institution, they populate
under the “Search Results” tab.
Select the student profile and then
select the “Go to profile” button on
the right-side pane.

Note: If the student has not been enrolled at your facility, you need
to utilize the “Search all students” function to find the student, add
their program information, then you can add their enrollment. If the
student is not searchable after using both search methods, you need
to follow the steps to create a new student profile.
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Apply fillers I Clear fillers
Can't find 4 student at your school?
3 or @0
Search Results
Showing 1-3 of 3 Gl Bill students
First name Last name Benefit type Claimant benefit type Student ID
—_— — _ —— LISADORSEY
ASHLEY BROWN
Date of birth 07/07/2002
L DQESEY CH33
© Solonulie
SMITH CH3
tu school
CEN TEXA EGE R
Cony infor I
B \ L
)
301 Giebe Rd
Arlington, VA,
195
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Add and Submit an Enrollment Cont’d 2 L
3. On the student profile, select
LISA DORSEY
the “Add enrollment” button to | e
begin adding an enrollment. ::m;m
Note: © e sudent docsnothaveny enolmerestodispey. | S
A message is displayed to make SCOs aware o Contactinformation | € |
this student does not have any enrollments ndiiniOmaeon
added to their profile. add multigleenroliments
SCOs can add multiple IHL enrollments by r”‘ e o
selecting the "Add multiple enroliment” : g, 0 520
option from the "Add enrollment” dropdown | | " ™" | e
on the enrollments tab. The multiple wonree| £ e | 9 . v

enrollments and single enrollment views m '

require the same information to be input.
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Add and Submit an Enrollment Cont’d 3

4.

Input the appropriate information in each section detailed below:
a) “Enrollment Information”

b) “Credits and Tuition”

c) “Vacation Periods”

d) “Remarks and Notes”

> icmousavc @ { Return to Table of Contents
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Add and Submit an Enrollment — Enrollment
information

a) Input the student’s enrollment information.

4,
o,
"‘lf:na‘a"b

* “Training facility” — This dropdown contains all the facilities the |Add NCD enrollment

student has been enrolled in. r—
* “Enrollment name” — You can select the preset enroliment that

you created earlier to pre-fill in the begin and end dates, if

Enrollment information

Training facility (*Re

appl Ica ble 25036004 - CENTER FOR WHOLENESS AND HEALTH - MASSAGE &
 “Begin date” o
° llEnd date’l Spring 23
NOtE" Begin date {*Required ,
01 D

*  While SOCs no longer must report prior credit to the VA, SCOs must evaluate prior credit,
grant credit as appropriate, notify the student of the evaluation, and shorten the
program certified accordingly.

* Enrollments can not be submitted more than 6 months in advance.
* Ifyou have access to certify for more than one facility, you can see all the facilities in the
“Training facility” drop-down and can select which one the student is attending.
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Add and Submit an Enrollment — Credits and tuition

Gl
< 00“ By ¢

/)
W

SENEFITS

b) Input the student’s tuition information.
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* “Resident credits”— The number of residential or classroom
credits taken. This field is disabled if WEAMS indicates the
school is online only.

*  “Online credits” — The number of distance (online or non-
classroom) credits taken during the term.

* “Clock Hours” — The number of clock hours taken per week
and are typically found in NCD programs, internships, and
externships.

* “Remedial/Deficiency” — The number of remedial or
deficiency credits taken during a term.

Credits and tuition

Resident credits (*Required)

0

Online credits (*Required)

0

Clock hours

40

If the student's hours include approved Online Clock Hours, please apply this VBA Remark below:
"Clock Hours for this student are approved to be taken online”. If this remark is not applied, the

student may incur a debt.

Tuition & Fees amount (*Required)

15000

Note: A warning message will appear if users fail to enter at least
one hour type with a value greater than zero.

199
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Add and Submit an Enrollment — Credits and tuition

Input the student’s “Tuition & Fees
Credits and tuition

c)

Resident credits (*Required)

amount'.

0

Online credits (*Required)

0

Clock hours

40
If the student's hours include approved Online Clock Hours, please apply this VBA Remark below:
"Clock Hours for this student are approved to be taken online". If this remark is not applied, the

student may incur a debt.

Tuition & Fees amount (*Required)

15000

200
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Add and Submit an Enrollment — Vacation periods

d) Vacation periods are entered when certifying an
enrollment period other than a standard-length
semester or quarter. Only vacation periods of 7 or
more consecutive days should be entered. To make
changes to the vacation period, select the “Edit”
button. To add additional vacation periods for this
enrollment, select the “+ Vacation period” button.

Note: The Vacation period auto-populates from the Preset Enrollment if one was set up
but please check to make sure the vacation period is correct and edit it or add any
other breaks as-necessary. You can hover over the text that says, “What Constitutes a
Break?” for more information. A vacation period must be 7 days or longer and occur
during the student’s enrollment.
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Vacation periods

What counts as a vacation period?

Vacation Period

03/02/2023 - 03/13/2023 Edit

+ Vacation period

== nrzar @) ~ Return to Table of Contents
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Add and Submit an Enroliment — Remarks =

5. Before submitting the enrollment, select
any relevant “VBA remarks". Only create
“Custom remarks” when necessary as
they slow down processing time.

Note: Feel free to add any notes for yourself or for other SCOs at your
facility. Notes are not be submitted to VA with the enrollment but can

Custom remarks will delay tho pr ing of your student's

be reviewed by VA if necessary. e s i ey
enr ent and possibly the delivery of payments.

Custom Remark

= S e | Return to Table of Contents 202




4°uﬁ G'ﬂq‘

/)
W

SENEFITS

Add and Submit an Enrollment Cont'd 4

6. Select the “Submit enrollment” button to
submit the new enrollment information or
select the “Save as draft” button to finish
the process later. To discard edits to the
enrollment, select the “Discard edits” By submitting this record, | certify that the previous statements are true and correct to

the best of my knowledge and belief.

button.

Submit enroliment Discard edits

== nrzar @) { Return to Table of Contents 209




Add and Submit an Enrollment Cont'd 5

Once the enrollment is submitted,
a success banner appears in green
at the top of the page.

Note:

* To view an overview of the enrollment
submitted, select the down arrow under the
“Amend” button.
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Q Success!

CENTRAL TEXAS COLLEGE-MARBLE FALLS (14X51243) 08/14/2023 - 12/08/2023

has been added as an enrollment

LISADORSEY

Student ID
Enroliments Student Info Programs Benefits Notes History
= Filter Add enroliment

Fall 23 at CENTRAL TEXAS COLLEGE-MARBLE FALLS

Facility code: 14X51243 | August 14, 2023 - December 08, 2023

ENROLLMENT - SUBMITTED  TYotal cradit hours 18

Residents Credits 15 Tultion and fees $18,000.00

Dnline Credits 3

Enrollment history

Type Effective date Submitted date

Enrollment 2/20/2023

Vacaton Periods
® 11/20/2023-11/27/2023

Status

SUBMITTED View details

BENEFIT
Chapter 33 Post 9/11 GI Bill (pending)
Bensfits remaining

Banefit lavel

Contact information

Email address
lisa.dorsey@gmail.com

Home phone
Motda phone
Mailing address

301 Glebe Rd
Arlington, VA, US 22201
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Amend an Enroliment Cont'd Nt

In EM, “Amendment” refers to any change made to an enrollment after it is
submitted, including terminations.

There is no differentiation between amend and adjust.

Note:

 EM can process more than one amendment on a single certification in a 24-hour period for Chapter 33
students. For non-Chapter 33 students, continue with submitting successive adjustments on separate
days.

e SCOs can now submit new enrollments and amendments for pre-existing VRRAP students. The addition
of new VRRAP students is not possible.

= DT @ { Return to Table of Contents 206




Amend an Enrollment Cont’d 1

1. After you search and select the
student, navigate to the student’s
“Enrollments” tab, identify the
enrollment to Amend, and select
the “Amend” button. Once amend
is selected, the page shows the
information for the selected
enrollment, which may or may not
be current, since amendments can
be made to previously completed
enrollments.
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ASHLEY BROWN
Student ID
‘ Enroliments \ Student Info Programs Benefits Notes History

Spring 23 at CENTER FOR WHOLENESS AND HEALTH

Facility code: 25036004 | January 01, 2023 - May 05, 2023

ENROLLMENT - SUBMITTED ‘ Total clock hours 40

Amend

== nrzar @) { Return to Table of Contents
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Amend an Enrollment — Enrollment Information

2. Once Amend is selected, you are taken to

Amend NCD Enrollment

CENTER FOR WHOLENESS AND HEALTH

a page that shows all existing information

- AT
NI

about the selected enrollment. There, you

ASHLEY BROWN

can change the “Begin date” and “End

Enrollment information

date” fields to display corrected dates but

25036004 - CENTER FOR WHOLENESS AND HEALTH - MASSAGE $

the “Enrollment name” is read-only.

Note: You cannot change the facility. If the student was ———
certified under the wrong facility terminate the cert and add
a Custom Remark. This off-ramps the cert to ensure no debt ”
is created. Then, add the student under the correct facility
and recertify the term.

== nrzar @) { Return to Table of Contents 200




Amend an Enrollment — Credits and Tuition & el
Amendment information

. Credits and tuition
3. To make changes to the Credits and ——

tuition section, navigate to the S
appropriate fields and input accurate
values for the “Resident credits”,

o o e ) (/L ’) I e B T Y i S kPR ‘ ‘“"
Online credits”, “Clock hours”, or v it o e .

“Tuition & fees amount” fields.

Amendment information

Note: Once you make changes to any of these fields, a new section Amendment Reason ("Required)

automatically appears called Amendment Information. Here, select the increase ¢
applicable amendment reason pertaining to this enrollment and input the Amendment effective date (*Required)

effective date. Depending on the amendment reason that is chosen, a 02/20/2023 )

“Revised End Date” may be required.

UCATION SERVICE

SO LS @ { Return to Table of Contents _ 209
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Amend an Enrollment — Credits and Tuition
4. If the student is graduating or Credits and tuition
completing the program, select the
“Graduation/End of Term or S
Course” checkbox. If the student is
terminating their enrollment, select Credits and tuition
. ° If the student’s hours includ ed onii| (] Graduation/End of Term or Course
the “Termination” checkbox. R
Note: If the “Termination" checkbox is selected, all the pre-
existing values under the “Credits and tuition” section zero
out.
== B @ { Return to Table of Contents 210
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Amend an Enrollment — Amendment information

5. For both graduation/end of term or
course or termination, it is required to
fill out the “Amendment information”
section. Depending on which box is
selected, the amendment reasons
tailor based on selection.

Note:

* Be mindful of the amendment reason selected. Certain amendment
reasons automatically populate the amendment effective date,
whereas others need to be manually entered.

*  When submitting an amendment of increase or reduction in hours
does not match the amendment reason an error message displays .

Termination

Amendment information

Graduation/End of Term or Course
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Amendment information

Amendment Reason (*Required)

L1

End of Term or Course

| Select |
End of Term or Course

| Graduation

i Other

== nrzar @) { Return to Table of Contents
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Amend an Enrollment — Amendment information
Cont'd
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6. If “Other” is selected, it is required to

‘ Amendment information
manually input the amendment effective
date as well as a VBA or Custom Remarkto |~ :
explain the amendment reason. s |00

A valid Effective Date is required.

Note: Remarks

 EM auto-generates a remark noting an amendment was made e
when a SCO enters any change to a begin date, end date, or ——
tuition and fees.

[ + Add Custom Remark ]

* Mitigating Circumstances do not always appear and are only

Ploase apply either a VBA or Custom Remark to explair

7 the amendment reason of “Other”

O

required when the “Withdraw after drop period - non-punitive
grades assigned (Typical Termination)” amendment reason is
selected.

== nrzar @) { Return to Table of Contents
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Amend an Enrollment — Notes

7. After inputting all required values for the enroliment and
any optional notes, submit the amendment or save the
amendment as a draft by selecting the “Submit
amendment” button or “Save as draft” button. Once an
amendment is submitted, the status of the amendment
displays, just like the enrollment status.

Note:

* [Ifyou are submitting an amendment for the second 1010 enrollment
verification, you also have the option to submit a no-change amendment, if
there is no change to the submitted enrollment. To do so, simply scroll to the
bottom and select the “Submit amendment” button or save the amendment
as a draft by selecting the “Save as draft” button. Once an amendment is
submitted, the status of the amendment displays, just like the enrollment
status. For more information on the second 1010 enrollment verification,
review Section 1010.

* If notes are added, these notes are viewable to anyone with EM access who
need to view information about a student’s enrollment. They are not sent to
VA for processing purposes.
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Notes (optional)

You can write a note 1o record additional information about the enroliment that you want to share
with other School Certitying Officials at your school

Notes are stored in the student’s profile. They are not submitted with the enroliment.

Not

Caution: Please do notinclude a student's Personal Identification Information (Pl in a note.
Data entered in VA systems is subject to the provisions of the Freedom of Information Act

[FOIA)

By submitting this record, | certify that the previous statements are true and correct to
the best of my knowledge and belief.
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Amend an Enrollment Cont’d 2

Once an amendment is submitted, a
success banner appears noting that the
amendment has been added.

Q Success! X
CENTRAL TEXAS COLLEGE-MARBLE FALLS (14X51243) 08/14/2023 - 12/08/2023

has been added as an amendment.
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Amend an Enrollment Cont'd 3

The status of the amendment ASHLEY BROWN

Student ID

appears on the “Enrollments” —

Student Info Programs Benefits Notes History BENEFIT
Chapter 33 Post 9/11 G1 Bill (pending)

tab of the student profile. = e

Spring 23 at CENTER FOR WHOLENESS AND HEALTH
Facility code: 25036004 | January 01, 2023 - May 05, 2023
Contact information

Benafit laval

Email address
N T tal clox Y
AMENDMENT - SUBMITTED Total clock hours 45 N ashley brown@test com
Tultion and fees  $15,000.00 Vacation Perlods Home phone
e 3/2/2023 -3/13/2023
Mobile phong
Enroliment history Mailing address
800 N Glebe Rd
Type Effective date Submitted date Status Arlington, VA, US 22203
Amencment 2/20/2023 2/20/2023 SUBMITTED View details
Enroliment 2/20/2023 SUBMITTED View details

o= nmar @ . Return to Table of Contents
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Amend an Enrollment

If the amendment terminates the enrollment, no

further changes can be made. If the enrollment was
terminated by mistake, the enrollment needs to be

recreated to amend it further. When recertifying a P
terminated enrollment for a CH33 certification SCOs i

Student info Programs Eenefits Notes History

must add the following remark "correcting previously =3

terminated enroliment. Notice of Change in Student
Status to follow” on the recertification so T&F are not v

released to the school again. They then have to

resubmit any amendments and/or corrections and
then re-terminate the term.
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Congratulations!

This is the end of the
instructions for the selected

facility type.

Select here to navigate to the Helpful
resources section.
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OJT/APP — Table of Contents

Select the hyperlinked text or navigate to the corresponding page number:

e Add and Submit an Enrollment — Navigate to page 219

e Amend an Enrollment — Navigate to page 229

e Add and Monthly Certification — Navigate to page 236

e Terminate an Enrollment — Navigate to page 243
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Add and Submit an Enrollment Cont'd

1. Select the “Students”
button in the Dashboard

menu to navigate to the WA @ - | Enrollment Manager
trainee’s profile that you [
Welcome back,

RIDEOQUT ELECTRIC

would like to add an EM_SCO

enrollment to.
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Add and Submit an Enrollment Cont’d 1

2. If the trainee has already been
associated with your education or
training institution, they populate
under the “Search Results” tab.
Select the correct trainee and then
select the “Go to profile” button on
the right-side pane.

Note: If the trainee has not been enrolled at your facility,

you need to utilize the “Search all students” function to find

the trainee, add their program information, then you can
add to their enrollment. If the trainee is not searchable

after using both search methods, you need to follow the
steps to create a new student profile.
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Can't lind a student at your school?

Try searching all students or @ Create & new student profile

Search Results

Showing 1-1 of 1 Gl Bill students

First name Last name Benefit type

DANIEL JOHNSON CH33

Claimant benefit type

Student ID

DANIELJOHNSON

Date of birth 01/14/2001
o U0 1o profile

Student’s school

RIDECUT ELECTRIC

Contact information

3432 Glebe Rd
Arlington, VA, 23421

== nrzar @) ~ Return to Table of Contents
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Add and Submit an Enrollment Cont’d 2

3. Once you are on the trainee’s
profile, select the “Add
enrollment” button to begin
adding an enrollment.

Note: A message is being displayed to make
SCOs aware this student does not have any
enrollments added to their profile.

DANIEL JOHNSON

Student 1D

‘ Enroliments Student Info Programs Benefits

Notes

History

You can add an enroliment by selecting "Add enroliment” above.

| 0 This student does not have any enroliments to display

Add enroliment

BENEFIT
Chapter 33 Post 9/11 GI Bill (pending)
Benelils ramaining

Banelt leve

Contact information

Emall address

;!9."; lQhD@ Qb'_‘l.“_S!LQ_Cl'I!
Home phone

Mobile phone

Mailing address

342 Glebe Rd
Arlington, VA, US 23421
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Add and Submit an Enrollment Cont’d 3

Input all required information in each unique section:
* “Enrollment Information”
* “Hours and Time”

e ‘“Remarks and Notes”
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Add and Submit an Enrollment — Enrollment
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Information

1. Input the trainee’s enrollment information.

* “Training facility” — This dropdown contains all the facilities the
student has been enrolled in.

* “Enrollment name” — You can select the preset enrollment that
you created earlier to pre-fill in the begin and end dates.

* “Begin date”

 “End date”

Note:

* If you have access to certify for more than one facility, all facilities are visible in the “Training
facility” dropdown.

* Apprenticeships: Enrollments are usually longer than 4 years. A warning message displays if
the enrollment is longer than 2,920 days (8 years) from the begin date. SCOs can proceed to
submit an enrollment even when this warning message is displayed.

* OJT: Awarning message displays if the length of the enrollment period exceeds 780 days (26
months). SCOs can proceed to submit an enrollment even when this warning message is
displayed.

* ©®
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Add Apprenticeship enrollment

DANIEL JOHNSON

Enrollment information

Training facility ("Required)

20301021 - RIDEOUT ELECTRIC - ELECTRICIAN

4

Enrcllment name

Electrician

Begin date ("Required)

01/03/2023 |

End date (*Required)

1/03/2027 |

== nrzar @) ~ Return to Table of Contents
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Add and Submit an Enrollment — Hours and Time

2. Navigate to the “Hours and Time” section and input the
following information:

* “Trainee’s hours per week” — Number of hours that
the trainee is regularly employed per week in the
training program

e “Standard work hours per week” — Number of hours
that are considered the standard hours in the work
week for this program

e “Prior training time” — Prior hours the trainee has
worked for a different employer (military or civilian)
or if the trainee previously worked for this employer
and has returned to training. This would shorten the
length of the trainee’s current training program.

SENEFITS
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Hours and Time

Trainee's hours per week (“Required) @)

40

Standard work hours per week (*Required) o

40

Prior training time (*Required)

Previously submitted

49

== nrzar @) { Return to Table of Contents

226




40\)“ Gl ﬂ.f(‘

//
»

bpgy - 153

g‘aEFl'rg

Add and Submit an Enroliment — Remarks

Remarks o
3. Before submitting the enrollment, select e
any relevant “VBA remarks". Please only =
Notes (optional)
Create ”C u Sto m remar kS” W h €en b S R

Notes:

necessary as they slow down processing

time.
Note: Feel free to add any notes for yourself or for SCOs at your e e i ime
facility. Notes are not be submitted to VA with the enrollment but can (m:’ DA

be reviewed by VA if necessary.

= S e | Return to Table of Contents 227




Add and Submit an Enrollment — Submit or Discard g;‘jf-*.f

4. Select the “Submit enroliment”
button to submit the new
enrollment information or
select the “Save as draft”
button to finish the process
later. You can discard edits to
the enrollment by selecting the
“Discard edits” button.

By submitting this record, | certify that the previous statements are true and correct to
the best of my knowledge and belief.

Submit enrollment Discard edits
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Add and Submit an Enroliment Cont’d 4 St
Once your enrollment is submitted, a g
success banner appears in green at the top
of the page. DANIEL JOHNSON
NO te. Electrician 23 at RIDEQUT ELECTRIC [ Areeg |
* You can also view an overview of the enrollment you ey 327 | asmenom |
submitted if you select the down arrow under the “Amend” — .
button. ) .
 VR&E Counselors now receive emails when enrollments and ST
amendments are submitted for their students. - e B O
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AMEND AN ENROLLMENT
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Amend an Enrollment

Enrollments may be amended if a trainee's hours, dates or prior training
time was certified incorrectly.

Note: A alternate means of reporting a change to hours, dates, or prior credit is to report the update as
a “Remark” on the Monthly Certification of hours.

= DT @ { Return to Table of Contents 2




Amend an Enrollment Cont'd

1. From the main page, search for
the trainee needing an amended
enrollment. Refer to the previous
“Search for a student”
instructions in this User Guide for
more details.

* 'w
l?-, o, '-,':!
L -
5 S §
L
%"‘hna‘a"b
Student ID
‘ Enrollments \ Student Info Programs Benefits Notes History
= Filter v Add enroliment
Electrician 23 at RIDEOUT ELECTRIC Amend

Facility code: 20301021
January 03, 2023 - January 03,2027

ENROLLMENT - SUBMITTED  Trainee's hours per week 40

Add Monthly Cert

== nrzar @) " Return to Table of Contents
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Amend an Enrollment Cont’d 1

2. Open the trainee’s profile to
view the “Enrollments” tab and
select the “Amend” button.

gﬁneFlrs

2 s
£ M
Y ¥

DANIEL JOHNSON

Student ID

‘ Enrollments \ Student Info Programs Benefits Notes History

= Filter v Add enroliment
Electrician 23 at RIDEOUT ELECTRIC Amend

Facility code: 20301021
January 03, 2023 - January 03,2027

ENROLLMENT - SUBMITTED  Trainee's hours per week 40

Add Monthly Cert

== nrzar @) [ Return to Table of Contents
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Amend an Enrollment — Enrollment information &
Hours and Time

Enrollment information

3. Amendments to OJT/App enrollments

301021 - RIDEQUT ELECTRIC - ELECTRICIAN $

are less common but errors occur when
entering trainee hours, or prior training

0
time. Errors may occur when inputting &
dates, trainee hours, or prior training Hours and Time
time. If a correction is necessary, those T e
fields are available to amend the e R

information.

== nrzar @) { Return to Table of Contents 24




Amend an Enrollment — Notes

4. Once you finish inputting all the
required values for the enrollment,
submit the amendment or save the
amendment as a draft by selecting the
“Submit amendment” or “Save as
draft” button.

Note: Notes are viewable to anyone with EM access who
need to view information about a student’s enrollment.
They are not sent to VA for processing purposes.

SENEFITS
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Notes (optional)

ou can write a note to record additional information about the enroliment t
with other School Certifying Officials at your school

nat you want to share

Notes are stored in the student's profile. They are not submitted with the enroliment.

Caution: Please do not include a student's Personal Identification Information (Pll)inan

ta entered in VA systems is subject to the provisions of the Freedom of Information Act

(FOIA)

By submitting this record, | certify that the previous statements are true

the best of my knowledge and belief.

and correct to

Discard edits

== nrzar @) { Return to Table of Contents
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Amend an Enrollment Cont’d 2

Once you submit the amendment, you can see the status of the
amendment on the “Enrollments” tab of the trainee’s profile.

== nrzar @) { Return to Table of Contents
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ON-THE-JOB TRAINING/APPRENTICESHIP
ADD A MONTHLY CERTIFICATION
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SENEFITS

Add a Monthly Certification Cont’d

1. Navigate to the “Enrollments” tab
on the trainee’s profile. Select the | DANIELJOHNSON

"Add Monthly Cert" button to add | ™"

a certification to the enrollment. | o | St | o | ootn |

Electrician 23 at RIDEOUT ELECTRIC

Facility code: 20301021
January 03, 2023 - January 03,2027 Add Monthly Cert

AMENDMENT - SUBMITTED  Trainee's hours per week 40 v
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Add a Monthly Certification — Certification
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information

2. Complete the necessary certification

information. The fields include
“Certification begin date,” “Certification

end date,” and “Hours trained".
Note:

* “Certification begin date” and “Certification end date” must be
within the same month.

* SCOs must certify all months in the training period, even if there are
no hours worked during a month, and months must be certified in

Certification information

Training Facility

“»

20301021 - RIDECUT ELECTRIC

01/03/2023 01/03/2027

order.

* The period certified must be the full month, except the first month
when the start date is not the first day of the month. Each certification
month must also be the full month unless the trainee was terminated,
or the training period ended.

== nrzar @) ~ Return to Table of Contents
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Add a Monthly Certification — Certification (=

information

3. A series of “Yes” or “No”

guestions appear. If you select
“No” for questions 1 or 2,
additional information is
required, such as the trainee’s
new wage rate and effective
date, or the trainee’s
termination date and
termination reason.

Was the trainee's wage in accordance with the Training Agreement? (*Required)

@ Yes
O No

Was the trainee enrolled in and pursuing the approved program for the month of January? (*Required)

@ Yes
O No

== nrzar @) " Return to Table of Contents 240




Add a Monthly Certification — Remarks "M

Before submitting the enrollment,
relevant custom remarks, by
selecting the “+ Add Custom
Remarks” button. Alternatively, add
notes by select typing in the
“Notes” field.

Remarks

VBA remar ks

9

Select

+ Add Custom Remark

Motes:

Caution: Please do not include a student's Personal Identification Information (PIl) in a note.
Data entered in VA systems is subject to the provisions of the Freedom of Information Act
(FOIA).

ucon s @ { Return to Table of Contents
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Add a Monthly Certification Cont'd 1
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5. Once all fields have been completed,
submit the certification by selecting the
“Submit certification” button or save
the certification as a draft by selecting
the “Save as draft” button.

Note: Enrollment Manager does not currently have the ability to
replace a monthly certification. If an error is found, SCOs should add
the corrected information as a custom remark on a subsequent
monthly certification. For ex: It was discovered while certifying the
hours for August that 12 hours were certified for June. 120 should
have been certified for June. On the Aug monthly cert, add a remark
such as "June hours reported as 12. Correct June hours are 120.

Notes (optional)
} ear I dait yatio L L Lthat 1

t Scho hool
Notes are stored in the student's profile. They are not submitted with the enroliment.
Not
Caution: Please do nat include a student's Personal Identification Information (Pl1) in a note
Data entered in VA systems is subject to the provisions of the Freedom of Information Act
(FOIA)

By submitting this record, | certify that the previous statements are true and correct to

the best of my knowledge and belief.

Submit certification Save as draft Discard edits
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Add a Monthly Certification Cont'd 2

1
0,
Uysna3 <

Once submitted, a success banner appears
at the top of the student profile page.

Note. & Ssuccess!
y Th € laSt da te Of tralnln g Of th € Certlflca tlon can be Certification has been added to: RIDEOUT ELECTRIC ( 20301021 ) Begin date: Jan 3,2023

viewed on the printed 22-6553d form.

* Inthe initial version of EM, there is no ability to replace
a monthly certification with a new one.

* [f a monthly certification requires correction, the SCO
should add a remark on the next monthly certification
submitted. For example, "Please correct monthly cert
from MM/YYYY from XX hours to XX hours."

== nrzar @) { Return to Table of Contents 243
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Terminate an Enrollment Cont’d

1. Navigate to the “Enrollments”
tab on the student profile.
Select the "Add Monthly Cert"
button to add a certification to
the enrollment.

el
o ol
ol -
ERR -
% L]
4,
of‘lf:na‘a"b
Student ID
| Enroliments \ Student Info Programs Benefits Notes History
= Filter v Add enrollment
Electrician 23 at RIDEOUT ELECTRIC
Facility code: 20301021
January 03, 2023 - January 03, 2027 Add Monthly Cert
AMENDMENT - SUBMITTED  Trainee's hours per week 40 v

- P @ { Return to Table of Contents
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Terminate an Enrollment — Certification information

2. Complete the necessary certification
information. The fields include
“Certification begin date”, “Certification
end date”, and “Hours trained” fields.

Certification information

Training Facility

20301021 - RIDECUT ELECTRIC

o

End date

01/03/2023 01/03/2027

== nrzar @) { Return to Table of Contents
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Terminate an Enrollment — Certification information =
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3. Aseries of “Yes” or “No” questions
appears. If you select “No” for
questions 1 or 2, additional
information is required, such as the
trainee’s new wage rate and
effective date, or the trainee’s
“Date Terminated” and
“Termination Reason".

== nrzar @) " Return to Table of Contents
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Was the trainee's wage in accordance with the Training Agreement? (*Required)

© Yes
O No

Was the trainee enrolled in and pursuing the approved program for the month of January? (*Required)

O Yes
@ No

Termination information

Please ensure that all preceding certifications have been submitted for the trainee before
submitting this termination.

Date Terminated (*Required)

02/15/2023 -

Termination Reason (*Required)

<“»

Employment terminated

247
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Terminate an Enrollment — Remarks

4. Once the fields have been

Remarks

completed, select the “Submit

Certification” button or select the
“Save as Draft” button. You may
add relevant remarks or notes.

“»

By submitting this record, | certify that the previous statements are true and correct to
the best of my knowledge and belief.

Submit certification Save as Draft
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Terminate an Enrollment Cont’d 1

Once submitted, a green confirmation
banner at the top of the student profile

page.
Q Success!

Certification has been added to: RIDEOUT ELECTRIC (20301021 ) Begin date: Jan 3, 2023

== nmer @ l Return to Table of Contents
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Congratulations!

This is the end of the
instructions for the selected

facility type.

Select here to navigate to the Helpful
resources section.
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Flight — Table of Contents

Select the hyperlinked text or navigate to the corresponding page number:
e Create Flight Instructions — Navigate to page 253
e Add and Submit an Enrollment — Navigate to page 269
e Amend and Enrollment — Navigate to page 278
e Add a Monthly Certification — Navigate to page 285
* End an Enrollment — Navigate to page 296

Note:
* Automated emails are automatically sent to students each time a certification is submitted.
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CREATE FLIGHT INSTRUCTIONS




Create Flight Instructions Cont’d

1. To create a Flight instruction
type, navigate to the
“Dashboard” tab.

Welcome back,

VA ' | Enrollment Manager

REGION FLYERS LLC

Your Actions

First Name Last Name Status Last edited on Last edited by
In Progress Jan 3, 2021 al,.5Co
In Progress Jan3, 2021
Pending S S
INg $
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Create Flight Instructions Cont'd 1
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2. Select the “Create or edit
Flight instruction types”
button under the “Flight
instruction setup” section.

Flight instruction setup

0 Create or edit flight instruction types
»

o= nmae @ { Return to Table of Contents
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Create Flight Instructions Cont'd 2

3. The “Flight instruction setup” page appears.
To add relevant Flight instruction type, select
the corresponding button for “Ground
Instruction”, “Pre/post Instruction”, and
“Aircraft & Full Flight Simulator Instructions”

to report additional Flight categories.

Note:

e The instruction setup should mirror the information as approved by your SAA. It
should also appear on the 1998 report from the ELR.

e The “Type and Rate” must not exceed the WEAMS max approved rate.

e The Rate must be equal to or greater than zero.

== nrzar @) . Return to Table of Contents
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Enrollment Manager

Studests

Pashboars -« Flight instruction setup

Flight instruction setup

Academy of Aviation

Ground Instruction

Type

Pre/post Instruction

Type
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Create Flight Instructions — Ground Instruction

g‘nEFII‘s
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4. To create a ground rate Flight
instruction, select the “Add
new ground rate” button.

Ground Instruction

Type Rate

+ Add new ground rate

Pre/post Instruction

Type Rate

+ Add new pre/post rate

== nrzar @) . Return to Table of Contents
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Create Flight Instructions — Ground Instruction Cont’d{ ™

5. Select the “Type” text field and
enter “Ground” and select the

“Rate” text field and enter the
rate. When values are entered,
select the “Save” button. __Cl

Ground Instruction

== nrzar @) { Return to Table of Contents 259




Create Flight Instructions — Ground Instruction Cont’d%:’*‘-‘ﬁ?
1

6. After the record is saved, a
confirmation of the data

entered appears. To edit the | croundmstruction
record select the “Pencil”
icon or delete the record by

using the “Trashcan” icon.
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Create Flight Instructions — Pre/post Instruction

7. To create a new Pre/post
instruction type, select the

“ + Add new pre / post rate” Pre/post Instruction

button. -

== nrzar @) " Return to Table of Contents 260




Create Flight Instructions — Pre/post Instruction

Cont’d

8.

Select the “Type” text
field and enter “Pre/post”

‘e
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3 a
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Pre/post Instruction

then select the “Rate”

Type Rate

text field and enter the

rate. When values are

entered, select the “Save”
button.

il { Return to Table of Contents
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Create Flight Instructions — Pre/post Instruction

Cont'd 1

O.

After the record is saved, a

confirmation of the data

entered appears. To edit the
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Pre/post Instruction

record select the “Pencil” icon

or delete the record by using

the “Trashcan” icon.

{ Return to Table of Contents
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Create Flight Instructions — Aircraft & Full Flight
Simulator instructions

10. If applicable, add “Aircraft & Full
Flight Simulator instructions”
buttons by selecting the “Add
new aircraft instruction” button, ‘
the “Add new flight simulator '

Aircraft & Full Flight Simulator instructions

+ Add new alrcraft instruction * Add new flight simusator instruction

instruction” button, or by

selecting both. The next two
pages show how to input both
options.

== nrzar @) " Return to Table of Contents 269




Create Flight Instructions — Add new aircraft

instruction
11. To add new aircraft instructions, input

S o>
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the required text in the following fields:

* “Instruction Type”

* “Horsepower”,

o ”
. o o a e + Add ne w alrcraft instruction ‘ 1 nnnnnnnnnnnn simulator instruction
’

e “Dual Rate”

12. Once inputted, select the “Save” button
to confirm changes to the aircraft
instruction.

== nrzar @) " Return to Table of Contents 264




Create Flight Instructions — Add new flight simulator

instructions
13. If applicable, select the “Add new

flight simulator instruction”
button to add new flight simulator
Instructions.

Dual Sim Rate

$115.00

== nrzar @) " Return to Table of Contents
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Create Flight Instructions — Add new flight simulator {:
instructions Cont'd

14. Input the required text in the
following fields:

o ()
& T
o
a ]
a‘:’” £

° ((Instruction Type” Instruction Type Horsepower Solo Rate Dual Rate Dual Sim Rate
Aircrafe_tlight 10 $115.00 $120.00 50.00 m 7 0
* “Dual Sim Rate” =)
| nnnnnnnnnnnnnnnnnnnnnnn H uuuuuuuuuuuuuuuuuuuuuuuuuuuu on
15. Then, select the “Save” button.
= S Q [ Return to Table of Contents 266




Create Flight Instructions Cont'd 3

16.

If you need to make changes
to any entries, select the

III

“Pencil” icon located to the
right of the line of the saved
instruction to adjust the
information. To delete an
instruction after it has been
saved, select the “Trashcan”
icon located next to the

“Pencil” icon.

Instruction Type Horsepower Solo Rate Dual Rate Dual Sim Rate

t + Add new aircraft instruction + Add new flight simulator instruction |

o

- Dot @ { Return to Table of Contents
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Create Flight Instructions Cont'd 4

17. Once flight instructions are
created, they can be filtered.
To filter flight instructions,
search for the “Flight
instructions” using the
“Flight instructions” text
field.

Aircraft & Full Flight Simulator instructions

Dual Sim Rate

v BV
o P

{ Return to Table of Contents
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Add and Submit an Enrollment Cont'd

1. Select the “Students” button
in the Dashboard menu to

» sz | Enrollment Manager

navigate to the student profile

. A
that you would like to add an [y

EM_SCO

enrollment to.

== nrzar @) [ Return to Table of Contents 210




Add and Submit an Enrollment Cont’d 1

2. If the student has already been

associated with your school, they
populate under the “Search Results”

Search Results

tab. Select the student profile and then | = e em.

select “Go to profile” button on the
right-side pane.

Note: If the student has not been enrolled at your facility, you need
to utilize the “Search all students” function to find the student, add

sene BIC

their program information, then you can add to their enrollment. If
the student is not searchable after using both search methods, you
need to follow the steps to create a new student profile.

== nrzar @) . Return to Table of Contents
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Add and Submit an Enrollment Cont’d 2

3. From the student profile, select

“Add enrollment” buttons to R
begin adding an enrollment. e Bl oo N T S R S

@ This student does not have any er
Yol Can add an enrollment by selecting "Acd &

Note: A message is being displayed to make SCOs
aware this student does not have any enrollments
added to their profile.

nroliments to dispiay
nrollment” atsave

Contact information | Edit

viing adoess

800 N Glebe rd

suite $00

arlington, VA, US 22203

== nrzar @) { Return to Table of Contents

272




Add and Submit an Enrollment — Enrollment
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information Cont'd

4. Input the student’s enrollment information.

* “Training facility”

 “Begin date”

 “Medical certification type”
 “Exam date”

e “Certificate and Ratings”

Note:

* Ifyou have access to certify for more than one facility, you can see all the facilities in
the “Training facility” dropdown and can select which one the student is attending.

*  For the “Begin date”, enter the date the student enrolled in the program. This is not
necessarily the first date of actual flight training.

== nrzar @) ~ Return to Table of Contents
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Add FLIGHT enrollment

Orville Wright | Student ID 00000078

Enrollment information

Traini

25532314 - REGION FLYERS LLC - COMMERCIAL LICENSE COUR® @
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Add and Submit an Enrollment — Course

hours and charges

5. Input the student’s course hours and charges
information:

 “Dual hours”

 “Dual simulator hours”
 “Solo hours”
 “Ground school hours”
* “Pre/post hours”

e “Other hours”

* “Prior training time” — if you select the “Enter
numbers of hours” options, a new section populates.

* “Total charges (in S)”

== nrzar @) { Return to Table of Contents =




Add and Submit an Enrollment — Remarks
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Cont'd

6. Before submitting the enroliment,

add any necessary custom remarks
by selecting the “+ Add custom
remark” button.

Note: Only create remarks when necessary as they slow
down processing time. Feel free to add any notes for
yourself or for other SCOs in the “Notes” field. Notes are
not be submitted to VA with the enrollment and do not
iImpact processing.

Remark

A If there's something else we need to know about this enrollment, you can
add a custom remark. Custom remarks will delay the processing of your
student's enrollment and possibly the delivery of payments.

+ Add custom remark

Notes (optional)

You can write a note to record additional information about the enrollment that you want to share

with other School Certifying Officials at your school.

Notes are stored in the student's profile. They are not submitted with the enrollment.

Notes:

== nrzar @) ~ Return to Table of Contents
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Add and Submit an Enrollment Cont’d 3
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7. Select the “Submit enrollment”
button to submit the new
enrollment information or select

the “Save as draft” button to finish

the process later. To discard edits to

the enrollment, select the “Discard
edits” button.

By submitting this record, | certify that the previous statements are true and correct to
the best of my knowledge and belief.

Submit enrollment Discard edits

== nrzar @) { Return to Table of Contents 216




Add and Submit an Enrollment Cont’d 4

8. Once your enrollment is S

REGION FLYERS LLC 29532704) 02202023

submitted, a success

g§“EFITs

(<]}
4.0"“ HQ‘
«
%" ©
S :
0,
f,q') aib

banner appears in green at Orville Wright

Student ID 00000078

the top of the page.

Student info Programs Benefits

Note: X Fei >
* Toview an overview of the enrollment Lt

Facility code: 29532314

submitted select the down arrow under
the “Amend” button.

‘‘‘‘‘‘

BENEFIT
Chapter 33 Fost 911 G1 8ill (pending)

| inmg

Contact information ( Eait |
Emal agaress

800 N Glebe rd
suite 500
arlington, VA, US 22203
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AMEND AN ENROLLMENT
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Amend an Enrollment Cont'd

Enrollments may be amended if incorrect information was reported. All fields are editable
except the school field, and the begin date can only be amended if no monthly
certifications have been submitted. If the facility code or a noneditable begin date need
correction, the enrollment must be terminated on a monthly certification and a new
enrollment certification must be submitted. All monthly certifications need resubmission.

Note:
* [Ifyou submitted original enrollments at multiple facility codes for the same student, please wait 10 minutes before

amending any of these enrollments. For example, you can submit enrollments for your primary facility and an
extension campus, then wait at least 10 minutes to correct either enrollment.
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Amend an Enrollment Cont’d 1

1. From the main page, search for the
student that needs an amended
enrollment. Refer to the previous
Search for a student instructions in
this User Guide for more details.

g§“EFITs

2 s
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Y ¥

Orville Wright

Student 1D 00000078

Enroliments Student Info

Programs

Benefits

Notes History

02/20/2023 at REGION FLYERS LLC

Facility code: 25532314

ENROLLMENT - SUBMITTED

Add enroliment

[ Amend “ Add Monthly Cert ]
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Amend an Enrollment Cont’d 2

2. Open the student profile to view the
“Enrollments” tab and select the
“Amend” button.

0 EDUCATION SERVICE
=U“'= Gl BILL PROGRAMS

Orville Wright

Student ID 00000078

Enroliments Student Info

Programs

Benefits Notes History

02/20/2023 at REGION FLYERS LLC

Facility code: 25532314

ENROLLMENT - SUBMITTED

Add enroliment

Amend [ Add Monthly Cert ]

[ Return to Table of Contents
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Amend an Enrollment — Course hours and charges

3. Edit or change any of the
enrollment information.

EDUCATION SERVICE
— o= Gl BILL PROGRAMS
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Course hours and charges

Whaen entering prior training hours, please enter hours in at

foast one hour-type fiekd.
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Amend an Enrollment — Notes

4. Once finished inputting all the corrected
information for the enrollment, submit the
amendment or save the amendment as a draft
by selecting the “Submit amendment” button
or the “Save as draft” button. Once you submit
the amendment, you can see the status of the
amendment, just as you can see the enrollment

status.

Note: Notes are viewable to anyone with EM access who need
to view information about a student’s enrollment. They are
not sent to VA for processing purposes.
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Notes (optional)
} rite a note to record additional information about the enroliment that you want to share
h other School Certitying OHicials at your school
Notes are stored in the student's profile. They are not submitted with the enroliment.
Not
Caution: Please do not include a student's Personal Identification Information (P1l) in a note
Data entered in VA systems is subject to the provisions of the Freedom of Information Act
(FOIA)

By submitting this record, | certify that the previous statements are true and correct to

the best of my knowledge and belief.

Submit amendment Discard edits
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Amend an Enrollment Cont’d 3

Once an amendment is submitted, the status of the amendment is
displayed on the “Enrollments” tab of the student profile.
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FLIGHT
ADD A MONTHLY CERTIFICATION




Add a Monthly Certification Cont'd

1. Navigate to the “Enrollments”
tab on the student profile. Select
the "Add Monthly Cert" button
to add a certification to the

enrollment.
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Orville Wright

Student ID 00000078

Enrollments Student Info Programs Benefits Notes History
= Filter v Add enrollment
02/20/2023 at REGION FLYERS LLC Amend Add Monthly Cert

Facility code: 25532314
v

AMENDMENT - SUBMITTED

{ Return to Table of Contents
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Add a Monthly Certification — Monthly certification Nl

information

2. Next, review all the pre-populated information in the "Monthly
certification information section" detailed below. Some of these fields
are editable.

a. "Training facility"
b. "Enrollment begin date"
c. "Reporting period begin date"

d. "Reporting period end date”

Note:

* A monthly certification must be submitted every month a student completes a flight. "Reporting
period begin date" and "Reporting period end date" must be within the same month. These
guidelines must be followed to avoid errors and complete submission.

* Excluding the very first flight month, the reporting period begin date MUST be the first day of the
month.

* If the date selected for "Reporting period end date" is not the last day of the month, a new required
field, "Reason for ending enrollment" appears. You need to select a reason from the dropdown menu
for ending this enrollment earlier than the end of the month.

== nrzar @) ~ Return to Table of Contents

Orville Wright | VA D

Monthly certification information

Training facility

25532314 - REGION FLYERS LLC

Enrollment begin date

02/20/2023

Reporting period begin date (*Required)

02/20/2023 |

Reporting period end date (*Required)

02/28/2023 )
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Add a Monthly Certification — Course hours and

charges
3. Select the "Add Flight instruction” button and

input the following information:

a. 'Begin Date"

o

S
[=]
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Course hours and charges

b ) " E nd Date” Begin Date End Date Category
c."Category" | e

Flight
Instruction

Horsepower  Rate

ffffff

d."Flight Instruction” - Prepopulates flight
instruction options associated with the
specific school based on the Category
selected

- Do @ { Return to Table of Contents
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d a Monthly Certification — Course hours and L3

charges Cont'd

e. "Horsepower" - Prepopulates based

on Flight Instruction type selected

f. "Rate" - Prepopulates based on Flight
. Course hours and charges
Instruction type selected — —
g. "Hours" (oo

h. "Total cost” (If applicable) —

Prepopulates with the cumulative
total cost (Rate x Hours + Taxes)

ucmou @ { Return to Table of Contents 289




Add a Monthly Certification — Course hours and
charges Cont’d 1

4. Select the calendaricon in the
"Begin Date" and "End Date"
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fields and select the appropriate

Course hours and charges

dates. Select the "Catego ry" bnbin  Eibms Gy T g s,

dropdown menu and selectthe |~ rem

appropriate option.
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Add a Monthly Certification — Course hours and

charges Cont'd 2
5. Select the "Flight Instruction”

dropdown menu and choose the
appropriate flight instruction.

o

S
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Course hours and charges

Since the "Horsepower" and

nnnnn

Begin Date End Date Category. | ructio
natry "

"Rate" fields are not applicable,

111111111

select the "Hours" field and input
the total hours. Select the "Save"
button.

== nrzar @) " Return to Table of Contents
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Add a Monthly Certification — Course hours and

charges Cont’'d 3

6. Inthe "Summary" sub-section, select

the field labeled "State or local taxes Course hoursand charges
apply for the period” checkbox, if ——
applicable. The summary information
for this certification period is o RO
displayed in this section.

lllllllllllllll

Note: If you select the “State and local taxes apply for this

Irstrection

Menepower L

period” checkbox, then a new field “State and local taxes” will
appear. Submit the cumulative state and local taxes for the

reporting period to continue.
- o @ { Return to Table of Contents
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Add a Monthly Certification — Remarks and notes
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7. Enter any additional remarks or notes in the "Remarks
and notes (optional)" section. Keep custom remarks to
a minimum as they slow down processing time. Feel
free to add any notes for yourself or for other SCOs.
Notes are not be submitted to VA with the enrollment.
Once all fields are completed accurately, select the
"Submit certification" button.

Note: If the SCO needs to replace a Monthly Certification, they should wait

until they submit the following Monthly Certification and be sure should

include a custom remark with the corrected information for the previous

month.

Remarks and notes (optional)

I + Add Custom Remark I

Notes:

Caution: Please do not include a student's Personal ldentification Information (PIl) in a note.
Data entered in VA systems is subject to the provisions of the Freedom of Information Act
(FOIA).

By submitting this record, | certify that the previous statements are true and correct to

the best of my knowledge and belief.

Submit certification Save as draft Discard edits

== nrzar @) { Return to Table of Contents
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Add a Monthly Certification Cont’d 1

Once the enrollment is submitted, a
success banner appears in green at
the top of the page.
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Q Success!
REGION FLYERS LLC (44415310) Begin date: Dec 1, 2022

has been added as a flight certification.
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Add a Monthly Certification Cont'd 2

8. After submitting the
certification, view certification
details under the “Enrollments”
tab on the student profile.
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ENROLLMENT - SUBMITTED

Enrollment history

Type Effective date Submitted date Status
Flight Certification 12/01/2022 - 12/31/2022 2/20/2023 SUBMITTED
Enrollment 2/20/2023 SUBMITTED

View details

View details

Students > Orville Wright » 12/1/2022 at REGION FLYERS LLC

12/1/2022 at REGION FLYERS LLC

I FLIGHT

Orville Wright | VAID

Flight certification details

Training facility REGION FLYERS LLC

Program name COMMERCIAL LICENSE COURSE

Enrollment begin date 12/1j2022
Reporting period begin date 12/1/2022
Reporting period end date 12/31/2022

* Begindate: 2022-12-01
* Enddate: 2022-12-31
* Category: GROUND

* Name: Ground

Flight detatls

* Horse power: 0

= Rate: 100

* Hours: 100

* Total cost: $10,000.00

Return to Table of Contents
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END AN ENROLLMENT

EDUCATION SERVICE 5 ".z

=H"°= GIBILLPROGRAMS (A2 £,/




End an Enrollment Cont'd

For Flight, SCOs should only end an
enrollment if the student has completed | ——

ORVILLE WRIGHT

their Flight program. SCOs should not

end enrollments for other reasons. ORVILLE WRIGHT

Programs Benefits Notes History BENEFIT

Chapter 31 Veteran Readiness and

1. Navigate to the "Enrollments” tab of | ™ ,m
the student profile and select the s A (oot Jssmsbent ] i
"Add Monthly Cert" button to add o
the last monthly certification for this e
program.
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End an Enroliment— Monthly certification informatio
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2. Input the "Reporting period begin
date" and select the "Reporting
period end date" for the date that
the enrollment will end or has
ended.

Note: If the "Reporting period end date" is not the end
of the month, then the "Reason for ending enroliment”
section displays.

Add Flight Monthly Certification

Orville Wright | VA [D

Monthly certification information

Training facility

25532314 - REGION FLYERS LLC

Enrollment begin date

11/01/2022

Reporting period begin date (*Required)

11/01/2022 ]

Reporting period end date (*Required)

11/29/2022 O

== nrzar @) { Return to Table of Contents
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End an Enroliment— Monthly certification mformatlon
Cont'd

3. Select the dropdown menu in

Note: By entering a reporting period end date that is not the last day of the month,

the "Reason for ending

you must provide a reason why the student ended their program.

enrO"ment" SECthn and SGlECt Reason for ending enrollment (*Required)

the “Completed Training” $ |
Select

o) pt 1on. Withdrew from Training

Completed Training

Failed to pass certification requirement
Inability to progress

A Other

= _92.‘&%%5"?@ [ Return to Table of Contents 200




End an Enrollment— Course hours and charges

4. Select the "Add Flight
instruction” button and enter the
required information for each
component of the flight
instruction in the "Course hours
and charges" section.
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Course hours and charges

Flight

...........

lllllllll
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End an Enrollment— Course hours and charges Cont’ d
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5.

Select the calendar icon in the
"Begin Date" and "End Date"
fields and select the appropriate

Course hours and charges

Flight

ooooooooo

dates. Select the "Category"

dropdown menu and select the

appropriate option.

o= nmae @ { Return to Table of Contents
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End an Enrollment— Course hours and charges

Cont'd 1
6. Select the "Flight Instruction”

dropdown menu and choose

the appropriate flight
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Course hours and charges

instruction. Select the "Hours" | — —
field and input the total hours. | o o e o o s

Once all required information is
inputted, select the "Save"
button.
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End an Enrollment— Course hours and charges h&'
Cont'd 3
7. Inthe "Summary" sub-section, e
select the "State or local taxes T ———
must apply for the period” — —— — o o
checkbox, if applicable. The
summary information for this ———
certification period is displayed in S
this section. When reporting, input =i
the cumulative state and local taxes e R
for the reporting period. o

== nrzar @) { Return to Table of Contents 303




End an Enrolilment— Remarks and notes

8. Enter any additional remarks or notes in ‘ Remarks and notes (optional)
the "Remarks and notes (optional)" section. | [Frscun ]

Notes:

Please keep custom remarks to a minimum
as they slow down processing time. Feel free

Caution: Please do not include a student's Personal ldentification Information (PIl) in a note.

to add any notes for yourself or for other
SCOs. Notes are not submitted to VA with
the enrollment. Once all fields are

the best of my knowledge and belief.

completed accurately, select the "Submit

certification' button.
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End an Enrollment Cont’d 1

After submission, a success

banner appears noting that the
monthly certification has been

updated successfully. P—

REGION FLYERS LLC (44415310) Begin date: Nov 1,2022

has been added as a flight certification

== nrzar @) { Return to Table of Contents
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End an Enrollment Cont’d 2

When reporting the end of
training on the monthly

certification, this reports the
termination on the enrollment as

well. No additional action is
needed.

0 EDUCATION SERVICE
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11/01/2022 at REGION FLYERS LLC
Facility code: 25532314
AMENDMENT - SUBMITTED .
Enrollment history
Type Effective date Submitted date Status
Termination 11/01/2022 - 11/29/2022 2/21/2023 SUBMITTED View details
Amendment 2/21/2023 SUBMITTED View details
Enrollment 2/21/2023 SUBMITTED View details
306




Congratulations!

This is the end of the
instructions for the selected

facility type.

Select here to navigate to the Helpful
resources section.
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Billie, the Gl Bill Chatbot Cont'd

Billie is the EM Chatbot! Billie can be found in the
bottom right section of the screen when you are in EM.

Select Billie’s icon to see recommended topics and
guestions to ask Billie. If those topics or questions do not
pertain to your needs, you may enter a question for Billie
to answer. For example, you can type “What is an
amendment?”

SCOs must type a greeting such as “Hi” or “Hello” to
return to Billie’s starting screen. You can learn more
about Billie in this video.
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https://www.youtube.com/watch?v=rq4fGHDOByE

Billie, the Gl Bill Chatbot Cont’'d 1

Gl
< ouﬁ By ¢

).

o,
“ysna3 *

Answers focus on the following areas:

Note: Selecting the

85/15. Provides general information on 85/15.

Associated Schools. Provides general information on schools associated with a Certifying Official’s profile and the differences between
main, branch, and extension campuses.

Credits and Hours. Provides information and proper use of certifying resident hours, online hours, remedial/deficiency hours, and clock
hours.

Debts and Overpayments. Provides general information on school and student debt creation.

Effective Dates. Provides information on reporting effective dates used for amendments.

Flight Training. Provides information on how to certify flight enrollments and monthly certifications.

Gl Bill Comparison Tool. Provides general information on the Comparison Tool.

Legislative and Policy Changes. Provides information on recent changes and how enrollments are impacted.

Preset Enrollments. Provides information on how to create, manage, and select an enrollment.

STEM. Provides general information on the STEM Scholarship and how to certify.

Supplemental and Concurrent Enrollments. Provides information applicable to primary and secondary schools and how to certify guest
students.

Preset Enrollments. Provides information on how to create, manage, and select an enrollment.

Vacation Periods. Provides information on when and how to certify vacation periods.

VBA Remarks and Custom Remarks. Provides information and proper use of VBA Remarks and Custom Remarks and encourages the use
of VBA Remarks over Custom Remarks.

Yellow Ribbon. Provides general information on the Yellow Ribbon Program.

m“:n
!

icon by Billie’s lower left-hand search box will populate FAQs.
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Additional Resources

Enrollment Manager Resources

 Enrollment Manager FAQs

 Multi-factor Authentication video

ID.me And Login.gov Resources

e |D.me Help Center

e VA.gov Resources and Support

e VA & ID.me —ID.me Help Center
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SCO Resources

SCO Training Portal — Enrollment Manager

Trainings

Monthly Office Hours Q&A

Quick Start Guides
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https://benefits.va.gov/gibill/enrollment-manager/enrollment-manager-frequently-asked-questions.asp
https://www.facebook.com/watch/?v=553956286064972
https://help.id.me/hc/en-us
https://www.va.gov/resources/
https://help.id.me/hc/en-us/articles/4416188902039-VA-ID-me
https://www.benefits.va.gov/gibill/resources/education_resources/school_certifying_officials/online_sco_training.asp
https://www.benefits.va.gov/gibill/vba_education_office_hours.asp
https://benefits.va.gov/gibill/docs/guides/flight-quick-start-guide.pdf
https://benefits.va.gov/gibill/docs/guides/ojtapp-quick-start-guide.pdf
https://benefits.va.gov/gibill/docs/guides/ncd-quick-start-guide.pdf
https://benefits.va.gov/gibill/docs/guides/ihl-quick-start-guide.pdf
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Additional Resources — Bookmarking EM

We encourage you to manually bookmark: https://iam.education.va.gov

Follow these steps:

1. Navigate to https://iam.education.va.gov to add to your favorites.

2. At the top-right of the screen, select the "Star".
3. Next, select the "More..." button to edit the URL.
4

In the URL text field, input the exact URL https://iam.education.va.gov
you want to associate with this bookmark.

5. Select the "Save" button to save the bookmark.

o= nmar @ " Return to Table of Contents 514



https://iam.education.va.gov/
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Additional Resources — VBA Remarks Guide
* Asareminder, these 4 new VBA Remarks are VBA Remarks Guide

typically not required for submission given the .
updated enrollment will already contain this

I nfo rmation. Updating or making a change

to tuition and fees Change to Tuition and Fees

* There are 9 other VBA Remarks to choose from
which are less commonly used but may be Updating classes, changing o Correcting/Updating/Amending

. . . dati dit h Previous Enroll
applicable depending on the scenario. YPRang aeh o ot alinl
e These remarks should be considered before Graduated/Received Diploma or
. . If a student completed all course Certificate/Completed Objective
attempting to submit a custom remark. requirements for graduation or e
program completion student is graduating or completing the
. . . . . . end of term or course.
 Terminations are still required if the student is
graduatlng or Completl ng the end Of term or Submitting a second certification Second Certification for
course. for enroliment verification Enrollment Verification

As a reminder, VBA remarks are not required for the submission of an enrollment, If you're
thinking about entering a remark, please use a VBA remark rather than a custom remark,

VA.gov/school-administrators
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