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Obtaining, completing &
submitting the MOU

¢ The MOU is an agreement between your
school and VA.

% An MOU can be downloaded from
www.GIBILL.va.qov/ONCE.

¢ A signed MOU must be received by your
ELR before you will be issued a password
In order to access VA-ONCE.

% |t must be signed by someone from the
school who has the authority to enter into a
legal contract for the school.

& The MOU should be mailed not faxed. 2




e e e o S
Once we receive and process your MOU,

your school will be added to the VA-ONCE
database, and you will receive your User
ID and temporary password.

(Each user must have his/her own user ID.
User IDs cannot be shared.) b

Once you have this information, you're
ready to begin using VA-ONCE...
www.GIBILL.va.gov/ONCE or direct: - Y

https://vaonce.vba.va.gov/vaonce_student/default.asp




Using ID and password (once received by
school official).

Welcome to VA-ONCE

YWhat is VA-ONCE?Y VA-ONCE is a new, enhanced alternative for submitting VWA Forms 22-19899, 22-199%0 and 22-6553¢ Itis a complet
Internst based application. A team of schools and RFO representatives helped to develop the requirements used to build the application.

YWyhat is needed to run VA-OMCE? To use VA-OMCE, you must be using a recent version of either the Microsoft Internet Explorer (IE &S SF
higher) or Metscape Mavigator (MM w6 .02 or higher) browsers. H”

YWyhat is needed to submit forms using VA-OMNCEY Your school must su
an MOL, please contact the MA-ONCE VEA Representative to acquire =
Representative (ELR) will be contacting you with the appropriate login | 1 . CI|Ck on Start VA'

Start VA-OMNCE ONCE-

Start WVA-OMNCE 1sinag text only mode (This g A oI SEE

VA ONCE 2. Click on the Login

Start ¥A-ONCE using text only mode (T [[SERTLLEUE
VA-ONCE, you can find an option for it i (RS CRLILRZ 11§

temporary password.




Online Help

The News
Flash box
below the
Login box
displays

messages
from VA

regarding
changes

and items

of interest.

Please type in your Login Name and Password

Login Name:
Password:

E-mail me my password?

Show ey password hint?

News Flash

YA-ONCE Update 5/03/04

The Links on the right hand
side will direct you to useful
sites and information, including
how to contact your ELR.

Education { iaision
Represeniatives

Education Home Page

Schedwied Events and
Conferences

Web Automated
Reference Materials

S St:”_'

VA Education Manual



mearch by |Last Mame j |Star15 With

TASK OPTION e
% SSN File # p;"’ Last Name
Il Default - gives you  E— —
access to main
buttons.
6
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Margin Text

Clicking on the Margin
button at the bottom of the screen
gives you an explanation of the
contents of that screen.

student.

Margin §




Status and

|331 Central |

RPO and

D'y g the filters?
k SSN
origing .||.|||-|':'

B | =x|ce6-66-666:

Clicking on the Help button

gives you a list of questions
you may have regarding the
screen.

SX|225-25-252




VRVCE

Can | sort my list of
students?

he

ollH 0w do | use the filters?

owe do | return to my
aricingl list of students?

MWhat do the status
codes mean?

student?

wevboard Shortcuts

Student Schoof Detail

Select Student

Search hj,flLast Mame j |Star15 WWith j |

Al
Statuz and

|331 Cer

FPC and

55

BEE-GE

2ada-2E

Search Text

=10 x|

How do | use the
filters?

The fitters can be used to find a
lizt of students. This iz a way to
zelect a group of students, and
can alzo be uzed az a reporting
tool.

For example, if | warted a list of
all of my 1606 students who
were in Graduate school for
Faychology, | would select 1606
from the Chapter drop down,
Grad from the Training Type drop
dowen, and Peychaology from the
Program drop dowen. Hitting the
Fitter bwtton will give me the list of
zstudents. Between the Fitter boc
and the list of students, you can
zee how many records there are.
It wvill =2y, showing 1-6 of 6
records. Note: IFthers are more
thah 100 records, only the first
100 will gopegr initiaily. To see

ther gl simale Pt the Show A
aThtdal ]

M

and

Training Type and

I

Program an

s x| Al

g Fite

ays until Training Time
et End or
Showving 1- 2 of 2 recard
st Hame | Chapt |Program (Last Cert
CRT B=H | 452852004
IE o WE 10:26 A
BS COMP | 452552004
[MEF e 10:23 AM

M R R R R

Print d

By clicking
on the
question at
the left,
you can get
an answer
to that
question.




Administrative Functions
Changing your Password

Once you've used your temporary password for your
initial login, you will want to select a new pg=syvord.
To change your password, click the Admin Fra button
on this screen.

AN Days until Training Time
Date Range or Cert End or
Shiowwing 1- 4 of 4 recaords
A 1
Admin

SSN File# || Last Name |First Name |Chapt |Program| Last | Facility |

# Cert Code |
9r92003
2|525-25.2525 00| BOMND JaE 20 ;ﬁ‘g MEM gans7 [11411114
N A
10029r
21939-29-9392939-29-9392  00[SIMPZOM HOMER a0 B SLIEN _EDE_IS 11111111
CE G128
A
2343-24-5613 0o ShITH JOHR a0 EE SCIEN 11111111
[CI2E2003
21987 -65-4321 OO TEST FHEWY a0 B SLIEN 104141 11111111
CE A

10



Y ¥ User School Maintenance
Vﬂ :\ C E User Accourts Administration Functions

set Preferences ]

“Aonceld

This will bring you to the
Administration Functions screen. Click
User at the top of the screen. Then,
from the drop down menu select User
Preferences.

11



Save Cancel Print
User Preferences

[vAONCE [TEST [ACCOUNT
First Mame * hiddle Mame Last Mame *

Phaone Mumber * Extenszion Fax Mumber Email Address *

I m

Pazsword *

e N . This screen will

T \\\ appear. Click

Always print address on cers

the TS button
to proceed with
changing your
User Preferences passwo rd.

Use eCERT in Text-only mode IND *I

12




Change Password This screen

will appear.
** ¥ Enter new password and password hint ** * Enter your
LUILRREILEER  NEw VA-ONCE USER desired new
Mew Password: password’
Confirm Password: f t
Password Hint: contirm | )
and then
_
On the login screen, enter a
you can request a hint;
if you have password
forgotten your .
password. reminder
hint. Click
E [ Change Password ]
to complete
this change.

The password must be 8 characters long and
contain 3 of the following 4 characters: Upper case

Tasks letter, Lower case letter, Number, Non-Alpha
Numeric character (for example, %, #, @,...).
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Administrative Functionalities
When you first begin using VA-ONCE, follow this order:

1. Click the
‘Administration”
button on the left
side of the screen.

2. Click “User” at the top of the screen. The drop
down menu shows User Accounts and User

Preferences.

| =zer Accounts
ser Preferences _
14
el T —
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3. Click on “Admin” at the left of the screen. Then click on
“School”. This is the area which contains information
pertinent to your school, which the ELR entered when your
school was set up in VA-ONCE.

Print

=earch by |S|:h|:u:ul Marme j |Starts Wiith j |
Search Type Zearch Range Search Text

[331 Central | Al
RPo State

|4l x| |AACTIVE [ | Reset |

Training Type Statusz

Showing 1- 2 of 2 records

402572004 335333333 |DEMO UMMERSITY MCD
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4. Click on “Admin”. Click on the “Maintenance” drop down menu and
select School Standard Remarks.

pn Functions

School Standard Remarks

|Cude|

Remarks

Facility Code

Order # |Deact

Remember inserting

Mo School Remarls found

unnecessary Example: One week break
711 —7/8 during 1st

remarks may delay
processing of the

certification. Only ummer term
insert remarks that

will affect student’s
pay.

Edit School Remark

_ Save | Gancel
16
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“Standard Terms”
In this area you will add:

& Standard Terms

(These terms should F o
match the datesin =
your current catalog
and be approved by
the SAA. If your
school does not
have standard
terms, youmay [u0

s Perismn s ——

choose not to utilize

this feature.)

Bresk Days Term Type* Deactivated
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“Standard Programs”
You will also add:

& Standard
Programs
(The programs
offered at your

school and approved
by the SAA)

Abbreviation Program Facility Code Deact | Order #

A4S - Manufacturing Endineeting 111111 1

Technology
BZ SCIENCE TECHMOLOGY

MCD Test Program

T
211

Edit Program

|A-‘3~S AN EN |ﬁ-.ﬂ~5 - Manufacturing Engineering

Program Abbreviation Program Mame Order Mumber
|11111111 (ECERT UNIVERSITj r

Facility Code Deactivate

Note: The programs you enter will show up on the Student’s
Bio Data page in the drop down menu above “Program®*”. 18




Once you Click on “Standard Programs” under the
Maintenance Drop Down box, you can Add, Delete or
Alphabetize your Programs. You can also edit your Programs.

-y 1* Yal n Acdd Delete Alphabetize

VAL

B hath B= Mathematics 22
Crt Bzk Wie Certification Basket Weaving 33333333
Crt Fst Fd Cerification Fast Food Service 33333333

Save Cancel

ES Comp Sc ES Computer Science 2 -
| p | p [2 =

Program Abbresvistion Program Mame Crder Mumber
|22222222 (DERD UNIVEHSIT'ﬂ r
Facility Code Deactivate
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Deactivate a Program

% You may click on the "Deactivate” box if
a program is no longer appfoved or
available, but may be ofigred/approved
at a later date. Remember

to save any
changes you

have made.

[BS Math
Procram Abbrevistion

| 22222222 (DEMO UNIVERSIT 2]
Facilty Code
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User Defined Fields

% Also under "“Maintenance” in the drop
down menu is the “User Defined Fields”
option.

% There are three text boxes and one
check box at the bottom of each
student’s Bio Data page that may be
labeled and used at your discretion.

21
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Student Records
¢ Click on the "Select” button. Thi

take you to the “Select Student”
screen.

: Student School Detail Print Py .
_ Select Student Th IS pag e
Search by ILast Mame j |Star‘ts With j I . .
eeeeeeeeeeeeeeeeeeeeeeeeeeeee ot Contalns a IISt Of
f Al | |DEMO |HL(222J|A|| =) A R =l

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

all of your

[ CormalE | o] e | CRES [ Fircor | Reset
RPC and Date Range of Days Lﬂ" Training Time t d t h
Showing 1- 1 of 1 recards S u e n S W O
k SSN File # P;"’ Last Name | First Name Chapt [Program |Last Ce t Fgg:';" &
SSSSSSSSSSSSS y were pre-
2|525-25-2525 oo skPSon — (HOMER ol oc 10 g [F2222222

populated into
the system from
the VA

database.
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Selecting a Student Record

From the “Select Student” page, to search for an individual
student you may go to the drop down box by “Search by.”

You have the option of searching by Last Name or SSN.
Select the desired option.

Student School Detail
Select Student
Search by Last Mame j_1 IStarts With ;I I
Search Range Search Text
Last Marne
ool L 2-2-2 =] [ Al =1 A T [
Status and . andd Chapter and Training Type and Procram and
[T Comral = | to] (A =] [a fa| ricor | Reset
RPO and Diate Range or Crarys unitil Training Time
Cert End

Then, identify the search range you will use from the next
drop down box. Then, enter the search criteria you will use.

Student School Detail Print P
Select Student
=earch by |Laat Mame j |Starts Wiith j |

Search Type iStarts WWith | Search Tewxt
Ends With

Al ~| |DEMO IHL[Contains R RIET =l
Status and Facility Code and Chapter and Training Type and Program and
[331 central o] | to [arC =] Jar B2 Fiter | Reset | 23
RPO and Date Range o Drays until Training Time
Cert End ar
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For example, if you're S — o a0
looking for David Brown, Select Student

you would type “Brown™ in Seach by SatsWin Y. Brown

the “Search Text” box. gl e

This would show a list of wezdf AW dw 3

all students with the last e e e demhen teew

name of Brown I L N YO | IO | 1 | et

RPCr and Oaysurtil  Training Time
Select Date Range o cor Enl o

. Student School Detail

Select Student Or you may access a
Search by YT < |Stats With v | Search StUdent,S records by CI|Ck|ng
Search Type search Range search Texd y .
, on the student’s name in the
!St{&;?usand jll:gcﬁ::[C]ULHeLagﬁnj ICﬁgpterand jIT{ri;'i:wingTypeandj IIJﬂg:ramand j |iSt Of StUdentS- SO if, yOU
[FIE | I . wished to work with the
an aysurtl  Training Time .
record of a student with the
last name “Brown”, you would

Date Range or CertEnl of

P 1- 1 of 1 records

& s | et ) LastName |FirstNagie g Program Last cert Fag"? h ) ) :
| — " pE 2;;2 S|mply_ click on that student’s
— name in the list. 24
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Student Records (Cont'd)

In order to update your list, you may need to add new students and
delete students who are no longer in school.

1.To add a student, click  |rrw—g Selet tuder
“Student” at the top of the R =~~~ ~wi =
screen.

Select Student

2.From the drop down =

Search Ranges Search Text

menu, choose “Adopt.” I

Adopt a Student

3. You are now at the |
“Adopt a Student” screen. &

Enter the following information for the student

|
Last Marne®
[
Facility Code®
| ™ Student Has Mo SSN
SENT ]
ok _] Cancet | -

L9



Student Records (Cont'd)

In order to update your list, you may need to add new students and
delete students who are no longer in school.

Enter the

student’s last VENCE Adopt & Student

name, select the &=

appropriate facility [—

code and enter g [ o ]

the student’s . I Student s o 551
g [ ox [ Gancel]

SSN. Then click

‘OK.”
VA-ONCE will now scan the database to see if this
student is associated with any other school. If the student
is associated with another school, VA-ONCE will alert you
to the duplication. 27




Student Duplication

Thiz student exists at the another school, but not the current school. The system will allow
you to adopt. f thiz iz the student you want to adopt, click "OK" to continue. Or, click
"Cancel” to return to the student select page.

School Facility

School Hame |School Status
Coide

First Name | Middle Name Last Name

HOMER: SIMPSOM 14411141 |FCERT UNIVERSITY [

IHL
| Cancel

Cancef

If the student is associated with
another school, the above alert will
appear.

*Click OK if you wish to adopt the
student. If not, click Cancel to return
to the student select page.
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Student Records (Cont'd)

Upon returning to the

“Select Student”

page’ yOU may delete §® YO L2 Select Student

students who are no i ar—
longer attending | —m am 3

apter and Training Type and  Program and

o | C—] i |

Crays undil Training Time
Cert End ar

school, if necessary.
First, select the
student to be deleted.
Upon selection, their
name should be

highlighted in green. Some records may not be available for
Then, go to the deletion, because of their processing
Student drop down | status.

menu and select

“Delete”.

Shoeweing 1- 1 of 1 records

) Facility
First Hame |Chapt [Program [Last Cert code |-

M=

Last Hame

BE COMP | 472502004
2)525-25-2525 00| SIMPS 0k HCMER: i =c 10:29 M 222022
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Student Records (Cont'd)

O n Ce yo u h ave Aclop et Sehee e Select Student

LY e oo =
arts Wi - Search | Clear
3 ]

selected “Delete,” S —
the subsequent e e

to [arr =] fan
T

] [ cammanasy T Al Drarys until raining Time
screen will still -
57 Shovwin records
] o Pay . Last | Facility | |
d I S I a th e ile Last Name |First Name .
2003

AAAAAA

<evhi Ut 925-25-2524| BOMND JAME 4057 (11111111

) — . AW
S u e I l S I l a I I I e 343-24-56173] ShiITH JOHK EE e 1111111
I i | I i | t I i 957-65-4321 TEST MEW EE SCIEN A (11111111
g g 424-24-2424 TEZT MCD AMNOTHER MDC TEST | 336 2222111

green. However,
this time you will
have the option to EXEEE
“Undelete” on the
Student drop down
menu.




Once in the “Bio” section, you should input the required (*) fields
for the student. Click “Save” (top right) when you are finished.
You may also Cancel your input, Print the screen, or go to the

previous student’s records or the next student’s records.
Save Cancel Print 4 Student pE

Bio Data
Hame: KENT, CLARK Program: BS MATH
SSHM: 515-15-15545 Chapter: 31

File/Payee: 00 000 D0D/00 Training Type: Graduate
g . Certs = VAData = Log

CLARK | [KENT |

Salgtation  First Mame* Miclclle Mame Last Mame* Suffix

|51 a2-15-1555 | Address Location | Domestic The

SN Studert ID IDALDK@SKLJDFJK Number

| [oo ety #] |31 =] P indicates
File: Murmkber Payeed Chapter IMD the current
| HL_GRAD =l Statet workflow
F;f:mi 2222222 status
Zchoal Shart Mame Facility Code r:ffthet
|EES Mathematics j I cerurcation
Program®

TATaTr= |

The student’s address information should propagate from his/her
record. If not, you may input it. Then you simply need to complete
the other information. 20




MHame: MOORE,
SSHM: 211-15-2176
File/Payee: 00 OO0 00y

Prograr:
Chapter:
Training Type:

A Data

[ [

Salutation Fir=st blamea*
|211-15-2176 |
SER* Student 1D

| oo cvety =]

Filz Mumber Payvees Chapter®

Training Type*

| |1-4-9264-45
School Short Mame Facilitv Code

Program®

| [

Prior Training Credit*

I Guest Student

Primary School Mame

I Active Duty

[MOORE

mdiciclle Mame Last Mame* Suffix

Adclress Location I Dormestic

| 121 Walters Street

|Anytown |PA
Cite* Ttate*
[22112 i

Fip* Fipp Suffix

Phone Extension

Email

Meodes

| =

User Def 1 U=er Det 2

I User Defd [
=er Def 3

Notice the User Defined Fields at the the bottom of the Bio Data
screen. These items are for school use only—they will not be
transmitted to VA wit the student’s certification. Use them to
record the name of a student’s faculty advisor or any other data of

use to the school.




Certs: Here you may complete a new enroliment
certification, amend or adjust an existing certification,
terminate a student, or delete a certification—as long
as it has not been submitted—Status “4”.

Certs

Mame: TEST, NEW Program: BS SCIENCE
S5N: 987-65-4321 Chapter: 30

File/Payee: 00 D00 00000 Training Type: Undergraduate

L" Filter
Facility Code Begin Date Range End Date Range

Term Nare Begin Date | End Date |Credit | RD | Clock | LDAET | Facility
Date Code

11111111
11111111 34
11111111 23534

Cert ID

3 |SPEIMG 03 06/ 572003 |07 M S2003 9
FalLL 035 O5M 620035 120 4720035
FalLL 035 O5M 620035 120 4720035 5

Yiew Enrollment
Facility: 11111111 Trng Type: HL_UMNDERGRAD Prgrm: B= SCIEMNCE Prior Credit: B

|SPRING O3 |JoB/15/2003 07/15/2003 ] o | |

- -

—

Remarks




The “Certs” page features a summary of all
certifications on the student’s record (referred to
as the Virtual Record). To see greater detail about

a specific certification, you can click on the in
the Info column.

R eCERT Certs - Microsoft Internet Explorer
Cere Subrmit

=1r

Print 4 Stucient
Certs
MHame: TEST. HEWWY

Program: BS SCIEMNCE
SSNM: 987-65-4321 Chapter: 30 @
% Term Name| Info |Begin Date| End Date |Credit| RD | Clock | [DAET | Facility | oo
Date Code
p 4 |SPRIMNG 03 O6M 52005 107 52005 12 11111111 GaT
p 4 [FALCTEA ?U*?f‘?iSSiT':f“ H?SLULQIEE‘EUH q 11111111 |6a7
raining Time: ; Reaszon
3 |FALL O34 for AdjustmentsTermination: ; 5 T
Record Type VIRTUAL
Yiew Enroliment
Facilityz 11111111 Trng Tyvpe: HL_UrDERGR.AD Prgrim: B= SCIERCE Prior Credit: E

|SPRING 03 [|06/15/2003 074152003 | E]| | |

. . . =ubmizsion date: 09092003,
Clicking on the E  pulls up a brief |aring Tine Fiit, Feacen |
summary of the cert selected. i

ecord TypeWIRTUAL 33
R Ll T Ll T Ll T —
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Completing an Enroliment

Certification

Cert Compiete Submit Print 4 Student

% Click on
Certs
Program: BS SCIEMCE

“Cert”- this will

1 . OR Chapter: 30
b rl n g u p a I ISt 1 Delete Training Type: Undergraduate
Of the ITA|I I j!:E.'t{"-:lltl _j!:Al!l'rt Cod j!El in Date R m!f d Date R
certifications

k LDAESf | Facility

Term Hame | Info [Begin Date | End Date (Credit | RD | Clock Date Code CertID

3 |SPRING 03 0EM 52003 |07H 552003 | P11
p 4 |FALLOZ O8ME/2003 (1204520035 El 1111111 4
that have been p 4 |FALLOZ O8MES2003 (120452003 £ 11111 234
N 2 11111111
done for this |
Edit Enrollment | Save | Gancel |
St u d e nt I f th e re Facility: 11111111 Trng Type: HL_UNDERGRAD Pryrin: BS SCIENCE Prior Credit: 2
n
| | <
a re n O n e Term Mame Begin Date  End Date Credt Clock RO Tuition & Fees
’ Advance Accelerated Pay
r Pay r (high-tech courses only)

select New
under the drop
down menu.

—

LO&EFF Date

Rermarks Modify Remarks List
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e iy i E
My Edit Enrollment [ Save | Cawcel |
b Facility: 11111111 Trng Type: HL_UMDERGRAD Prgrim: BS SCIEMCE Prior Credt: E

Reports

| | | <
L *‘ = Term Matme Begin Date  End Date Bt Clock  RD Tuition & Fees

J “ r Advance r Accelerated Pay
Pay [high-tech courses anly)

Logout I—

LDA/EFF Date <

Rermarks Modify Remarks List

Tasks W7 W

To access your “Smart Dates/Terms” click on this arrow and
they will appear. You may also type the terms in manually.

Next enter either credit hours or clock hours (for non-degree

programs).

If TV or Independent Study, enter as credit hours.
Enter Remedial/Deficiency (R/D) hours.

Enter Tuition and Fees (if the student is on active duty or
training less than half-time.)

35



If requesting Advance Payment

for the student, click here. If requesting Accelerated Payment,
Remember that your school must click here. This is for high tech/high
be approved for this by your ELR cost schools only and you must have
and you must have the student’s student’s signature and statement
signature on file. must be on file.

~43 Enroliment | Save | Cawcel |

Prgrm: B3 SCIENCE Prior Credit: |2

Credit Clock  RD Tuition & Fees

Addvance r Accelerated Pay
Fay (high-tech courses only)

Nodify Remarks List

»Only add necessary remarks in this section, as the addition of
remarks may delay processing of the student’s certification.
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Completing the Certification:

¢ Now click on the Save button in the
upper right hand corner. Or, if for
whatever reason you decide not to

input this enrollment, click on the

Cancel button.
& If all information is correct, then

click on the Complete button at the |

top of the screen. This indicates
that your enroliment is complete
and you are ready to submit it. It is

now a Status “3” cert. Name: TEST, NEW

o [

By clicking Complete, but not submitting, you ay hold a cert
and submit it at a later time for processing.
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Submitting the Certification:

% \When you are ready to send it to
your Regional Processing Office,
click on Submit at the top of the

screen. This will change your cert to
a Status “4.”

Note: If you are sure
% Term Name | Info [Begin Date | End Date |Credit| RD | Clock Lg:t’gﬁ you have entered th
3 |SPRING 03 OBM 5i2005 |07H 552003 g data correctly, you
p 4 [FaLLOS 08 BI2003 124 452003 g can skip the Save
p 4 [FALLOS 08M 62003 [12M 452003 = and Complete steps
p 4 |FALL 03 OFM 62003 (1204 42003 g and simply click on

“SUBMIT”.
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Chapter 31 Certifications

% You may also use VA-ONCE to
generate enrollment certifications for
your Chapter 31 (Vocational Rehab.)
students. When you hit “Submit” the
system will automatically change it to a
Status “3X” and it will not be transmitted
to your RPO. You will be able to print it
out and maill it to the appropriate RO.

& Caveat: Be sure your Voc. Rehab. Counselor will

accept a VA-ONCE generated enroliment certification
in lieu of VA Form 28-1905. *
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Under the Cert drop down menu at the top
left of the screen, you can also opt to:

e Amend,Terminate, or

CEﬂ Delete a cert or
A 5 | Change to a Status 2
Vﬂ ‘ ( E [IIJEIII|I|III cert.

ADMNSTRATOR

ARG

40
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Amend a cert: This allows you to change the beginning date, ending

date or tuition and fees on a previously submitted VA Form 22-1999.

ert
ey ot

& menid _

Acdiust nd

rnet Explorer

I
‘minEte:

Certs
Program: A4S MAN EN
Chapter: 30

Print

=t
Student

=l Amend Certification B

-
Do Sreaen Training Type: Undergraduate

3 VA Data Log History

— 7] ol

* A

Term Mame Status Facility Code Begin Date Range End Date Range
How do | use my g [Term Name| info [Begin Date | End Date |Credit| RD | Clock | "DAF | FACY | certip
5 at m Date Code
p 4 [SPRIMG O3 OEMS/2003 |07M 52003 12 11111111 B37 =
¥ 4 |FALLOSA 05/2002003 |12M 72003 11111111 B&7
tz FAlLL 034 08/2002003 |12M 72003 Q9022003 11111111
4 |EALL 038 08/2002003 |12M 72003 12 11111141 G&Y | |
3 |FALL 03&4 0372072003 (12172005 11111111 -

Caucel

Prior Credit: [

View Enrollment
Trng Type: HL_UNDERGRAD Prorm: a5 Mar Er

[FALL03A  Joss20s2003f12n72003m  12] | |
Term Mame Begin Date  End Date Credit Clock RD Tuttion & Fees

Facility: 11111111

r Advance r Accelerated Pay
Pay (high-tech courses only)

LDA/EFF Date
Femarks Modify Remarks & ist
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Print 4 Student

:2] @

Bio VA Data Log History

[al =1 = Al | to]

Term Mame Status Facility Code Bedin Date Range End Date Range

2 |FALL 034 E | 082002003 1217720035 090252003 (11111111

Save Cancef

2z

[FALLO3A  |oBr20/2003 [12n7/20030 12| ||
Term Mame Begin Date End Date Credit  Clock  RD Tuition & Fees

- Advance r Accelerated Pay
Pay [high-tech courses only)

|1 1042003

LDAEFF Date

Remarks
Amendment Certification Replaces 1999 Dated: 09/09,/2003
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Adjust: This allows you to change the number of hours
being pursued, as you would on a VA Form 22-1999b.
This command should not be used to reduce a student
to 0 hours or completely withdraw a student.

Cert Complete Submit Print 4 Student p

Certs
Cert
, HOMER Program: BS SCIEMCE
Py 2 Chapter: 30 E
A mend [O-9392/00 Training Type: Graduate
S L = el
Terminate | ~ || Al | to]
; . ; LE Facility Code Begin Date Range  End Date Range
Adjust Certification | LDAER | Facility
Info ([Begin Date | End Date (Credit | RD | Clock Cert ID
Date Code
0S/26/2003 |0209/2003 1] 11111111 1120 -
= 4 |SPRING 03 OEMS/2003 [OFM 52003 [ 11111111 1120
p 4 [FALL 034 OB20/2003 (12172003 12 11111111 1120 —
¥ 4 |SPRING 01/09/2004 |05 52004 12 11111111 1120
|—2 SPRING 01/09/2004 |051152004 12 11111111 -
Edit Adjustment | Save | Cawcel |
Facility: 11111111 Trng Type: HL_UrDERGRAD Prgrim: BS SCIEMCE Prior Credit: B
[sPRING  |D1/09/2004 05112004 ] 12 | |
Term Mame Begin Date End Date Credit Clock  RiD Tuition & Fees
Advance Accelerated Pay j
= Pay = (high-tech courses only) Reason for Adjustment
LDAJEFF Date
Remarks
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Terminate a cert: Here you can terminate a student’s

enroliment, as you would on a VA Form 22-1999bD.

£} eCERT Certs - Microsoft Internet Explorer ;L[I
Print 4 Student
x Cert erts
Program: AAS MAN EN @
Chapter: 30 B
[TIE Training Type: Undergraduate
nﬂu t Data  Log = History = |
T Erminate
I = to
Ter T be ':E.'r'tlfll:atll:ll'l Begin Date Range End Date Range
erming P
Credit|RD | Clock | [DAEM | Facility 0o
Date Code
|FA|_|_ 348, | | 052002003 |1 2H 72003 17 TTmaZ003 [ 11171111 -

P

Are subsequent kerms remaining as previously cerkified? Click 'Ok ko leave all okher
kerminations as they are, Click 'Cancel' to create kermination records Far all

subsequent terms.,
Cancel |

Microsoft Internet Explorer

@

Ty P UGN Lo GO Ses Oy ]
LDAEFF Date
Rernarks Modify Remarks List

When you
select
Terminate
a cert
for a period
with a
subsequent
term to follow,
the message
at left

will appear.
Answer

accordingly

and continue.
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Hame: BOMD, JAME Program: AAS MAN EN

e e | e SSN: 525-25-2525 Chapter: 30 B
1-1-1111-11 FilePayee: 00 000 00000 Training Type: Undergraduate
= . —

i e

VA Data Log

Click on the [l [ = [ | to
R f Term Matme Status Facility Code Begin Date Range End Date Range
eason ror it T Fach
. . % Term Name Info [Begin Date| End Date (Credit| R | Clock | " D% gc:j“‘-"’ Cert ID
Termination e ode
P 4 |SPRING 03 0B 512003 |07/ 572003 12 11111111 |g&7 -
drop down box. w4 |FALL 034 08/20/2003 124 7/2003 12 11111111 |ga7
Select 2 |FALL 038 0812002003 |12 712003 12 11111111 |
elect an 2 |FALL D34 082002003 [120 712003 12 110472003 11111111
approprlate . FaLL 034 0812002003 |12 712003 12 14/04£2003 |11111144 -
Edit Termination | Save | Cawcel
reason for Facility; 11 rng Type: HL_UNDERGRAD Progrm: A2% mah ER Prior Credit: E
termination. [FALL 03A gz o [ |
Also, be sure to — e
- - Withdrawal During Drop Period
COm plete the Feazon for Termination
0910,s/2003
LDA/EFF date

End Of Terrn Qr Course
Graduation

:;atisfactnry Attendance, Conduct, Or Progress
ith

section. Click
Save if Correc
or Cancel, if
necessary.

Remember, you can always|
check the left margin for
answers to questions
you may encounter,
i.e. When do | use
the LDA/EFF date?

draw Before Beginning Of Term

drawal After Drop Period - Man-Funitive Grades Assigned
Withdraveal After Drap Period - Punitive Grades Assigned
Withdraweal During Drop Period
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Delete a cert: This allows you to delete a
cert. Note: A Status “4" Cert may not be

deleted.

t Internet Explorer

Cert Commplete Submit

flana:

=]
Print 4 Student

rt
Cert l':ﬂmp,fete e’rusram: BS SCIENCE

0 S

-hapter: 30
i M

‘raining Type: Undergraduate

aFta Lﬂg HIS‘MJ'}"
[ | to] ;
Filter
Ter Begin Date Range End Date Range -
i : redit | RD | Clock Lga"t’zﬁ Fgﬁ:;'g" Cert ID
Ielete
v d 12 11111111 1120
L. 12 11111111 1120
] 11111111
‘ = ST
Edit Enroliment
Facility: 11111111 Trng Type: IHL_UNDERGRAD Prgrim: B SCIEMCE Prior Credit; E
| I | I
Term Mame Begin Date End Date Credit  Clock  RiD Tuition & Fees
- Advance - Accelerated Pay
Pay [high-tech courses only)
LDAJEFF Date
Femarks Nodify Remarks List
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Change to a Status 2 cert: Use this feature if a cert has
already been completed, but you wish to convert it back to
a Status 2.

Submit

Cancers
3

[FALL O3 |osns/2005 12092005 | 12 | |
Term Mame Begin Date End Date Credit  Clock  RD Tuition & Fees

r Advance r Accelerated Pay
Pay [high-tech courses only)

LOn&EFF Diate
Remarks Mo dify Remarks [ist




Once you click on Change to Status 2 in the Cert drop
down menu, the following screen will appear. Notice that
status has changed from B to B .

a eCERT Certs - Microsoft Internet Explorer g ;L[
Cert Complete Submit Print 4 Student

2y '“\L"'/""“' F

1

Al [ | =l tol

Term Mame Status Facility Code Bedgin Date Range End Date Range

[FALLO3  |osns/2003 12092003 12) | |
Term Mame Begin Date End Date Credit  Clock  RiD Tuition & Fees

r Advance r Accelersted Pay
Pay [high-tech courses anly)

—

LDAEFF Diate

Remarks Modify Remarks List
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Checking the Status

of a Certification:

Submitting the certification is the final action
required of you in the certifying process.
However, you can check the status of a
student’s certification, by checking the status
column in a student’s record.
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Last Name

: Pay
File # ‘#

N ‘ 55N

First Nz

Status Chart

The first column on the
left indicates the work
flow status.

1 — New Student

2 — Pending

2P- Pending Approval

3 — Completed

4 - Submitted to RPO

S5A - Cert Awarded

S5M - cert Manually Processed

This info updates automatically

in the system.
50
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The VA-ONCE Process

Cert pending
approval

Student .
adopted @ﬁ%ﬁﬁﬂ“

Cert in
process

Cert croafad by
SCO

manually
processad

Chapter 31
Completed

Lo

Student marked Et#lg_ﬂﬂt Ir:ti'hed Actions By SC0 Assistant
as Inactive Bleion Actians By SCO

An outline of the VA-ONCE process can be viewed by clicking the
button in the upper right hand corner of the screen.
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RPO Processing

& 5Ain the @]column indicates the certification
was processed automatically. In most instances,
the veteran will receive payment. However, if there
IS an overpayment, he/she may not be due
payment at this time.

¢ 5M in the[53®] column indicates that the
certification was received and will be processed
manually by a VA employee. Schools should allow
sufficient time for this processing to occuir.

Processing times may vary. .




VA Data: This page displays information taken from the VA payment
system. From this section, you can locate information including the
student’s delimiting date, remaining entitlement and the last 3 award
lines from the student’s BDN history. *Note that this information will only
be present for Ch. 30 and Ch. 1606 students.

e = Microsoft Internet Explorer =] E
Print 4 Student p

VRNCE

YA Data
Hame: GOODSTUDERT, AREALLY Program: MBA
SRR SSH: 261-87-B7 87 Chapter: 30
' File/Payee: 261-87-8787 00 Training Type: Graduate
4 Bio Certs . vA Data 4 Log

Fulf Mame:  pRESLLY GOODSTUDENT

FilerFayectt . 261875787

Deliriting Date: 20070324

Remaimng Entitlernent Wonths as of Mo Fay Date: 11
Femaimng Entitlerment Days as of Mo Fay Date: 15
Chapter: 30

Current Facility Code: 31813181

BON Waster Record Status. ACTHE

Begin Date End Date Training Type Training Time Monthhy Rate current Award
BM Sr2003 [ululnlu]ulululn] GRADUSATE FLLL [ului=Tu]ululu] PAST
FHA20035 OO000000 GRADUATE FULL [ului=Tulululu] PaST
TH 42003 00000000 GRADUATE FULL Q00000 CLRREMT
9 42003 Q2 2003 GRADUATE FLLL ulul=lulululu] FUTURE

The information shown abowve is only for Chapter 30 and Chapter 1606, The type of training must be payable in our Benefis
Delivery Metvwork (BOM) system. Any payment that is generated outside of BOM (for example: Flight, On the Job Training,

LApprenticeship, or Correspondence] will not be displayved above. Please szee the help text questions for more information on
the W2 Data.
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Log: Here you may create log entries to track what is happening with a
particular student. See “Margin” text notes for details.

Add Print Student

VQJCE

Hame: BOND, JAME am: AAS MAN EN @
ADMIMIETRATOR S5N: 525-25-2525 hapter: 30 E
e e; Training Type: Undergraduate

o

This page i=s far your —
=e. |ln it you
 log entries to " Facility Code/RPO Log Entry Fﬂll_::w
at i= happening
o Logs found for this Student
number is incarrect.
It is a lot like an Edit Log Entry
electronic post-it-note.
[T Folloesy g [T Read
Marnin T 54




The Log page allows you, the school user, to place messages on the
student’s record for other school users. When you create a log, it
automatically records your user name, the facility code and date of the

entry.
- . " -
ADMNISTRATOR SSN: 987-65-4321 Chapter: 30 g =

1-1-1111-11 File/Payee: 00 000 00000 Training Type: Undergraduate

o " 1og W R
m Read ::;L %f:; Date Time | Facility Code/RPO Log Entry F“ﬂ;‘”
To create a AOMM [CORPO | 11/6/2003 11111111 | Student visited me on Tuesday.
STRATOR 1004741 A Reguested a MZIB brochure.
Iog! type AR SCHOOL [ 11802003 11111111 | Student visited me on Tuesday.
your message STRATOR 10:47:41 A Reguested a MGIB brochure.
in the Edit
Log Entry
section.
Edit Log Entry Once you have
Logout Lo Ertry Craow e T clicked Save, your text
tudent visited me on Tuesday. Requested a MGIB brochure, | will appear in the
upper section
of this screen.
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History: This page shows you a system-generated history for the student.
Print 4 Student

History
MName: BOND, JAME Program: AAS MAN EN
e LIS | s | AT S5H: 525-25-2525 Chapter: 30
1-1-1111-11 File/Payee: 00 000 OOOAO0 Training Type: Undergraduate
Bio Log
User Mam]_Seleu:t ko access Student biographic inF-:urmatiu:unr Event Type Event Description
Type Code
ADMIMI= SCHOOL (10029020035 9:47 24 Ak 1-1-1111-11  [Camplete The term starting on S20.20035
TRATOR and ending on 120 72003 was
You can use thi an iy
) . ADMIMI= SCHOOL (10029020032 224705 Ak 1-1-1111-11  [Enecll A mevy Enroliment was crested
TRATOR on 102952005,
: A DM SCHOOL | Q2202003 222958 PM |1-1-1111-11  [Submit The term starting on 851 25220032
ed or submittes TRATOR and ending on 7H 52003 was
zubmitted.
A DM SCHODL | Q2202003 222942 P 11111111 [Enrcll A nevy Enroliment was crested
TRATOR on 0902202003,
ADMIMI= SCHOOL | 982002 9:41:08 a6 11111111 | Adiust An Adiustment was added to
TRATOR the term starting on 052072003
and ending on 120 72003,
ADINIS SCHOOL | 90920035 9:40057 A (1-1-1111-11  |'Submit The term starting on S/2002003
TRATOR and ending on 120 72003 was
submitted.
ADMIMI= SCHOOL | Qear2005 9 40;
’ . e
TRATOR The student’s history is
ADMIMI= SCHOOL | Qeer2005 9:539: .
TRATOR automatically created by the
system. Each entry will include the
ppropriate User Name, User Type,
he date and time, Facility Code,

nt Type and Event Description
r the event it is recording.
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If you have questions or run
into difficulties using VA-
ONCE, you should consult
your ELR for assistance.
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