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PURPOSE

The purpose of this document is to provide step-by-step instructions for School Certifying Officials (SCOs) on how
to recertify previous enrollment certifications in VA-ONCE due to Colmery Act Section 107. Impacted certification
enrollments beginning on or after August 1, 2018 will need to be recertified to the physical location that the
student was attending classes. In some situations, schools will be eligible for a recertification waiver. VA will reach
out directly to schools eligible for a waiver.

This document details how to recertify these enrollments correctly given the individual situation of each
certification so that the enrollment replacement will be automatically processed in LTS, resulting in the
beneficiary’s MHA being correctly applied. Please reference the screenshots and steps below to complete the
recertification process.



SCENARIO 1: RECERTIFYING ALL CREDIT HOURS FROM THE MAIN CAMPUS TO AN

EXTENSION CAMPUS

SCENARIO INTRODUCTION

Scenario Description: This scenario provides the steps and screenshots to recertify a student that initially had all
credit hours certified at a main campus but was taking all credit hours at an extension campus.

Expected Outcome: There will be 1 replacement certification displayed — one for the extension facility campus
where the student was physically attending classes (12 credit hours).

Prerequisite: Before beginning, please determine the student and terms that need to be replaced. Add the student
to the appropriate extension campus(es) if needed, and make sure the ‘Training Type” field on the student’s Bio
page is reflective of their training status during the term that you are replacing.

TERMINATING THE ORIGINAL ENROLLMENT

To begin, select the appropriate Enroliment that you would like to replace. In this case, this will be
the enrollment at the main campus.
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Select “Certs” to go to the Certifications page.
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You will see a Fall 18 term at the Main Campus with 9 credits. Expand the term by selecting the
drop-down arrow to the left of “FALL 18”.
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You will now see the enroliment, as well as any amendments. Select the latest enroliment.
**Note: make sure to select the actual enrollment, not the virtual enrollment.**
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Select “Cert” and “Terminate”.
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Select “Colmery Section 107” as the Termination Reason and then select “SAVE”.
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REPLACING THE ORIGINAL ENROLLMENT — EXTENSION CAMPUS CREDIT HOURS

On the Certs page, you will now see the terminated enroliment. To replace the enrollment, again
highlight the enroliment that you have just terminated. Select “Cert”, then “Colmery Replacement”
from the drop-down menu, and then select the correct extension campus where the student
attended classes. In this case, the student was enrolled at the main campus for 12 credit hours
(222222222 Demo IHL) but was taking classes at the extension campus (22X22222 Demo UNIV EXT
1) so we will select the “Demo UNIV EXT 1” facility.
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Enter the hours and the Tuition & Fees into the “Edit Enroliment” section. Please note that the
Term Name, Begin Date, and End Date will be greyed out and will not be editable. For terms that
are graduated terms, the TT/FT box will also be populated and will not be editable. Once complete,

select “Save”.
**Note: the hours and Tuition & Fees entered must match the values on the original Enrollment.**
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The Replacement enrollment will now appear in the list of Enroliments. Once all replacement
enroliments have been added, select “Submit” and then “Submit All Colmery Replacements”.

**Note: if there are errors, the system will notify you what the errors are and will instruct you to fix those errors
before being able to submit. Please make those corrections, “Save”, and then Submit. **
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Once submission is complete, the replacement enroliment will appear on the Bio page.
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SCENARIO 2: RECERTIFYING AN ENROLLMENT FOR HOURS TAKEN AT THE MAIN

CAMPUS AND EXTENSION CAMPUS

SCENARIO INTRODUCTION

DESCRIPTION: This scenario provides the steps and screenshots to recertify a student that initially had all credit
hours certified at a main campus with a correction added for Tuition and Fees (T&F). In this situation, a student
was attending half of their hours at the main campus and half of their hours at an extension campus.

EXPECTED OUTCOME: There will be 2 replacement certifications displayed — one for the main facility for half of the
credit hours (4.5 credit hours) and one for the extension facility for half of the credit hours (4.5 credit hours).

Prerequisite: Before beginning, please determine the student and terms that need to be replaced. Add the student
to the appropriate extension campus(es) if needed, and make sure the ‘Training Type” field on the student’s Bio
page is reflective of their training status during the term that you are replacing.

TERMINATING THE ORIGINAL ENROLLMENT

To begin, select the appropriate Enroliment that you would like to replace. In this case, it will be
the enroliment at the main campus.
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Select “Certs” to go to the Certifications page.
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You will see a Fall 18 term at the Main Campus with 9 credits. Expand the term by selecting the drop-
down arrow to the left of “FALL 18”.
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You will now see the enroliment, as well as any amendments. Select the latest amendment.
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Select “Colmery Section 107” as the Termination Reason and then select “SAVE”.

Cert Complete Submit Print 4 Student p
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Submit the Termination by selecting “Submit” and then “Submit Selected Term”.
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REPLACING THE ORIGINAL ENROLLMENT - MAIN CAMPUS CREDIT HOURS

On the Certs page, you will now see the terminated enroliment. To replace the enrollment, again
highlight the enroliment that you have just terminated. Select “Cert”, “Colmery Replacement”, and
then select the campus that you would like to replace the terminated enroliment with. In this case,
the student took 4.5 hours at the main campus (222222222 Demo IHL) and 4.5 hours at the
extension campus (22X22222 Demo UNIV EXT 2), so we will begin by replacing the 9 hour
enroliment at the main campus by selecting the main campus “222222222 Demo IHL”.

Print 4 Student p
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Enter the correct hours and the Tuition & Fees into the “Edit Enroliment” section. Please note that
the Term Name, Begin Date, and End Date will be greyed out and will not be editable. For terms
that are graduated terms, the TT/FT box will also be populated and will not be editable. Once
complete, select “Save”.

*Note: the total hours and Tuition & Fees entered for the replacement enrollments must match the value
on the original Enrollment.**
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REPLACING THE ORIGINAL ENROLLMENT — EXTENSION CAMPUS CREDIT HOURS

On the Bio page, you will now see the terminated enroliment as well as the first replacement enroliment.
To continue replacing the original enroliment, again highlight the terminated enroliment certification.
Select “Cert”, “Colmery Replacement”, and then select the extension campus that you would like to
replace the terminated enrollment with. Since we have already certified half of the hours from the
original enroliment to the main campus, we will now replace the rest of the hours with the extension
campus (22X22222 Demo UNIV EXT 2).

Cert Print 4 Student p
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Enter the hours and the Tuition & Fees into the “Edit Enroliment” section. Please note that the Term
Name, Begin Date, and End Date will be greyed out and will not be editable. For terms that are
graduated terms, the TT/FT box will also be populated and will not be editable. Once complete, select
“Save”.
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The Replacement enroliment will now appear. Once all replacement enrollments have been added,
select “Submit” and then “Submit All Colmery Replacements”.

**Note: if there are errors, the system will notify you what the errors are and will instruct you to fix those errors
before being able to submit. Please make those corrections, SAVE, and then Submit **
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 J
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Once submission is complete, both replacement enroliments will appear on the Bio page.
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SCENARIO #3: RECERTIFYING FOR HOURS AT MULTIPLE EXTENSION CAMPUSES

SCENARIO INTRODUCTION

Description: This scenario provides the steps and screenshots to recertify a student that initially had all credit
hours certified at a main campus. In this situation, a student was attending multiple extension campuses and was
not enrolled at the main campus.

Expected Outcome: There will be 3 replacement certifications displayed — one for the each of the extension
campus facilities that the student was enrolled at.

Prerequisite: Before beginning, please determine the student and terms that need to be replaced. Add the student
to the appropriate extension campus(es) if needed, and make sure the ‘Training Type” field on the student’s Bio
page is reflective of their training status during the term that you are replacing.

TERMINATING THE ORIGINAL ENROLLMENT

Select the appropriate Enroliment that you would like to replace. In this case, this will be the
enrollment at the main campus.
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Search Type Search Range Search Text

Al Actve v][ai v[a A v viam v
Status and Facilty Code and Chapter and Training Typeand ~ Program and PT Evaluated

lto (AL v [w vime — viar  vIEE

Date Range or Days until Cert End or Training Time Prior Credit Active Duty Reset

Slmmng 1404 Show Logs

records

999-44-8088/999-44-8668| 00 TRIBIANNI  JOEY 3BAARTS | 20002
999-44-8808(999-44-8868| 00| TRIBIANNI  JOEY 20122

999-44-0808)999-44-8688| 00(TRIBIANNI  |JOEY 22X2232
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Select “Certs” to go to the Certifications page.

Save Cancel Print

[ TRiBBIANI [

Salutation ~ First Name*

999-44-8868 ‘10007

Middle Name  Last Name® Suffix

Location | Domestic v

Address*

SSN* Student ID

[1238THAVE APT B

w9448 (00 VI[3m V]

File Number* Payee# Chaple}

|IHL_UNDERGRAD v

Training Type®
DEMO IHL

School Short Name

22002 kb
Facility Code

|Performing Arts - BA v/

Program®
NA v v
Prior Training Credit* PT Evaluated
[JGuest Student [ Active Duty
[JSTEM Scholarship Recipient

v

Primary School -- Name - State

NEW YORK [nY v|
City* State*

W ]

Zip" Zip Suffix

Phone Extension

nofoodsharing@noreply com
Email*

Altemate Email

Notes

lcounseling (1

33 percent

Student P

You will see a Fall 18 term at the Main Campus with 12 credits, as well a Spring 2019 enroliment at
the Main Campus for 9 credits. Expand the term that needs to be replaced by selecting the drop-
down arrow to the left of the term. In this case, that is the “FALL 18” Enroliment. You will now see
the enroliment, as well as any amendments. Select the latest enroliment.

Print 4 Student P

(A1 ML

Slatus

p 4% [SPRING 19 | gy | 097152019 05152015 9 i |nann
| @ |owis0is |izianis| 12 E \nann

Faclity Code Begin Duie Range  End Date Hange

Term Nama

48022089
(48022083

FALLIE  p 08152018 12152018 12 O

Romarks
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Select “Cert” and “Terminate”.

Cert Print 4 Student p
sfultiple Term

Amel.

Log

: [A ¥ | o [ Fitter
Term Name Status Facility Code Begin Date Range  End Date Range

01/152019 |05/15/201!
152018 |12/152201

FALL18
Term Na

Remarks

Select “Colmery Section 107” as the Termination Reason and then select “SAVE”.

Print 4 Student p

(Al VAl VAl | tof [ i
ilter
Term Name Status Facility Code Begin Date Range  End Date Range -

1572019 [05/152019 9 0
08/15/2018 (12/152018| 12 0
15 12 0

) | 08/1522018 [12/1522018

FALL18 » 08/15/2018 12/15/2018 12

Term Name gin Dat d

End Of Term Or Course
Graduation
T3 HFsLaJnsTaclory Attendance, Conduct, Or Progress
Remarks Before Of Term
Withdrawal After Drop Period - Non-Punitive Grades Assigned

Withdrawal After Drop Period - Punitive Grades Assigned
Withdrawal During Drop Period
Withdrawal Or Interruption (Noncollege Degree Programs Not On A Term Basis)
Preregistered But Never Attended

i )

107
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Submit the Termination by selecting “Submit” and then “Submit Selected Term”.

Cert Complete Submit Print 4 Student p

Supmm r renumng Ciomels

(A VAl VAl | to I Fifter
Term Name Status Facility Code Begin Date Range  End Date Range

1152019 | 05/15/2019 9 0
1572018 [ 12152018 12
0f

FALL18  p08/152018 12/152018 0. 0
Term Na "

gin Date nd Date Dist

[Colmery Section 107

Reason for Termination

08/14/2018

LDAEFF Dat

Remarks
Termination For Section 107 Of Colmery Act (08/15/2018 - 12/15/2018) ID:40627426

A pop-up box will appear because there is a subsequent term at the Main Campus that may
require recertification. Please select “OK”.

Cert Complete Submit Print 4 Student p

] VA VA | tof ™ Fiter
Term Name Status Facility Code Begin Date Range  End Date Range

01/1522019 (05/15/201
08/ 12151201
08/ /1512

FALL18 > 081152018 121 Message from webpage

Term Name gin Date vd Dt

11 the following terms remain as previously certified, click OK
"o automatically terminate the terms that begin on or after
the termination date, dlick ‘Cance’, VA-ONCE recognizes
subsequent terms to be those terms which start on or after
08/14/2018 the effective date of the termination being submitted. NOTE:
LEATEFF_DAN Please read the help text concerning subsequent terms to

ensue proper processing.
Remarks

Termination For Section 107 Of Coll m
oK Cancel
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REPLACING THE ORIGINAL ENROLLMENT — EXTENSION CAMPUS #1

On the Bio page, you will now see the terminated enrollment. To replace the enroliment, highlight
the terminated enroliment. Select “Cert”, “Colmery Replacement”, and then select the campus
that you are replacing the enroliment for. In this case, the student took 4 credit hours at each of
the three extension campuses, so we will begin by replacing the enrollment at DEMO UNIV EXT 1
by selecting “22X222221 DEMO UNIV EXT 1” as the replacement.

Print < Student p

FIVITIII NEMOIINN EVT 3

22X22322.DEMOTINIV EXT 3
22222222 DEMO IHL

A i | | to
TermName  Status Facility Code Begin Date Range  End Date Rangs

P 4X [SPRING 19 9 0 22222222
W X |FALL18 0f 2222222,
4X |FALL18 0 0 08/14/2018 22222222

FALL18  p08/15/2018 12/15/2018

)

Remarks

Enter the hours and the Tuition & Fees into the “Edit Enroliment” section. Please note that you will
need to distribute the T&F across the enroliments. Please also note that the Term Name, Begin
Date, and End Date will be greyed out and will not be editable. For terms that are graduated terms,
the TT/FT box will also be populated and will not be editable. Once complete, select “Save”.

Print 4 Student p

A VA v | tof I Fitter
TemMName  Status Faciliy Code Begin Date Range  End Dale Range

22222222 |48022089
22222222 48022089

REPLACE  » 08/15/2018|12/151201 | [ aw]
‘ e ; =

Clock T2

[Advance [ Accelrated Pay
- Pay (high-tech courses only)

Remarks
Replacement Cert For Colmery Section 107 Begin Date:08/15/2018 End Date:12/15/2018 1D:40627426




REPLACING THE ORIGINAL ENROLLMENT — EXTENSION CAMPUS #2

To replace the enroliment at the second extension campus, highlight the terminated enroliment
certification with the correct hours and Tuition & Fees. Select “Cert”, “Colmery Replacement”, and then
select the campus that you are replacing the enroliment for. Since we have already certified at the first
extension campus that the student attended, we will now certify at the second extension campus
(22X22222 Demo UNIV EXT 2).

Cert R

Colmery Replacement 2 X22122:DEMO UNIV EXT 1

e . Aok
LZAZZWIUTMU UNIV EAL 3
22222222 DEMO HL

A : [ I L
TemName  Staws Facilty Code Begn Date Range  End Date Range

p 4X[SPRING 19 | [ |01/152019 |05/152019 9 22222222 |48022089
w AX |FALL18 6] 1572018 |12/1512018 0 2222222 (48022089 | A\
4X |FALL18 (4] 08/1572018 |12/15/2018 0| 08/14/2018|22222222  |48022105

2 |REPLACE ] 08/15/2018 |12/15/2018 4 0 22X22122

FALL18 » 08/152018 12152018 120 0

Remarks

** Note: If you attempt to replace the enrollment with an extension campus that has already been used as a
replacement, you will receive the following error. **

Message from webpage X

! A Replacement Enroliment already exists for this Facility Code.

ke

24



Enter the hours and the Tuition & Fees into the “Edit Enroliment” section. Please note that you will
need to distribute the T&F across the enroliments. Please also note that the Term Name, Begin Date,
and End Date will be greyed out and will not be editable. For terms that are graduated terms, the TT/FT
box will also be populated and will not be editable. Once complete, select “Save”.

Cert Complete Submit Print < Student p

Log

[An vial vl v | tof \

Term Name Status Facility Code Begin Date Range  End Date Range

p 4X|SPRING 19 | g | 01/1522019 |05/1572019
] 08/1572018 |12/15/2018 48022089
2 |REPLACE W | 08/1572018 | 1211572018

REPLACE p08/152018 12152008 [ 4] o] [ [ 400.00]
T Name d Date

gin Date Bee D R Cioc TR

DAdvanLe O Accelerated Pay
Pay (high-tech courses only)

Remarks
Replacement Cert For Colmery Section 107 Begin Date 08/15/2018 End Date 12/15/2018 1D 40627426

The Replacement enroliment will now appear.

Print 4 Student p

(A VAl VAl | tof ™ Fikter
Term Name Status Facility Code Begin Date Range  End Date Range

SPRING 19 011572019 [05/15/2019 22222222 48022089
FALL18 @) | 08/15°2018 | 12/15/2018 22222222 48022089
REPLACE 08/15/2018 [ 12/15/2018 22X22122 48022106
REPLACE 08/152018 | 12/15/2018 22X22222 (48022108

SPRING 19 » 01
Term Nam E

egin Date nd Date T Dist

/152019 05/15/2019 9 0

Modaify Remarks List
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REPLACING THE ORIGINAL ENROLLMENT — EXTENSION CAMPUS #3

To replace the enroliment at the third extension campus, again highlight the terminated enroliment
certification with the correct hours and Tuition & Fees. Select “Cert”, “Colmery Replacement”, and then
select the third campus that you are replacing the original enroliment with. Since we have already
certified at the first two extension campuses that the student attended, we will now certify at the third
extension campus (22X22223 Demo UNIV EXT 3).

Print 4 Student P

(Al i [An v | to] [ Firter
Term Name Status Facility Code Begin Date Range  End Date Range

p 4X|SPRING19 | [ | 01/1572019 (05/15/2019 9 22222222 48022089
w AX|FALL18 ) |08/1572018 | 12115/2018 0 22222222 |48022089 | A
AX AL EII
L]
0 2

2 |REPLACE | | 081572018 [12/15/2018 22X22122

FALL18  p08/152018 12152018 12 0

DA
Remarks

** Note: If you attempt to replace the enrollment with an extension campus that has already been used as a
replacement, you will receive the following error. **

Message from webpage x

! A Replacement Enroliment already exists for this Facility Code.

¢
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Enter the hours and the Tuition & Fees into the “Edit Enroliment” section. Please note that you will
need to distribute the T&F across the enroliments. Please also note that the Term Name, Begin Date,
and End Date will be greyed out and will not be editable. For terms that are graduated terms, the TT/FT
box will also be populated and will not be editable. Once complete, select “Save”.

Print 4 Student p

(Al VAl v[al | o] ™ Firter
Term Name Status Facility Code Begin Date Range  End Date Range

p 4X|SPRING 19 01/1522019 |05/1522019
o) | 08/152018 |12/15/2018

2 |REPLACE 08/15/22018 |12/1522018
2 |REPLACE 08/152018 |12/15/2018

REPLACE b 08/15/2018 12151201 of [ 1
Term Name jin Date Jate " RD Clock T&F

HAdvance chcelevaled Pay
! Pay (high-tech courses only)

Remarks _
Replacement Cert For Colmery Section 107. Begin Date:08/15/2018 End Date: 12/15/2018 1D:40627426

The Replacement enroliment will now appear. Once all replacement enrollments have been added,
select “Submit” and then “Submit All Colmery Replacements”.

Print

(Al val VAl [ | to]
Term Name Status Facility Code Begin Date Range  End Date Range

p 4X|SPRING 19 01/1572019 (05/15/2019 22207
iy 08/1572018 |12/15/2018 220202

2 |REPLACE 08/15°2018 (12/15/2018 2012
2 |REPLACE 08/1572018 (12115/2018 2002

REPLACE p08152018/12152018 | 4] o] [ [ 40000
T A jin Date”  End Date Res Dist* RD Clock T&F*

DAﬁvance D Accelerated Pay
Pay (high-tech courses only)

Remarks
Replacement Cert For Colmery Section 107 Begin Date:08/15/2018 End Date:12/15/2018 1D:40627426

**Note: if there are errors, the system will notify you what the errors are and will instruct you to fix those
errors before being able to submit. Please make those corrections, SAVE, and then Submit **
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Once submission is complete, all replacement enroliments will appear on the Certs page.

Cert Complete Submit Print < Student b

[An ~ A VAl | to] ™ Firter
Term Name Status Facility Code Begin Date Range  End Date Range

011152019
08152018

2 |REPLAC 081152018
2 |REPLACE 081152018

Save

REPLACE  » 08/15/2018 12/152018 |

N gin Dale . Res

Advance

[ Accelerated Pay
Pay -

(high-tech courses anly)

Remarks

[Replacement Cert For Colmery Section 107 Begin Date 08/15/2018 End Date 12/15/2018 ID 40627426
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SCENARIO 4: REDUCTION ON TERM THAT SCO PREVIOUSLY PERFORMED THE 107

RECERTIFICATION PROCESS ON

SCENARIO INTRODUCTION

DESCRIPTION: This scenario provides the steps and screenshots to recertify a student that reduced their hours
from 12 to 9 and was taking classes at an extension campus. All credit hours were originally certified at the main
campus.

EXPECTED OUTCOME: There will be 2 certifications displayed — one for the main facility and one for the extension
facility. If attending more than one extension, repeat steps to add the student at the extension facility and
complete a certification for the hours taken at that location.

Prerequisite: Before beginning, please determine the student and terms that need to be replaced. Add the student
to the appropriate extension campus(es) if needed, and make sure the ‘Training Type” field on the student’s Bio
page is reflective of their training status during the term that you are replacing.

TERMINATING THE ORIGINAL ENROLLMENT

Select the appropriate Enroliment that you would like to terminate. This will be the enroliment at
the main campus.

et 1. 00 T Student School Detail

V LY U LD

Search by [LastName | [Starts With ™| [BUFFAY | search |

Search Type Search Range Search Text

[AlIr Active vl [an v [an_ ~v][An v [an v [An v|
Status and Facility Code and Chapter and Training Typé and _ Program gad PT Evaluated

[ Jto] J[A_ ] [Ail V] [ALC VI [ALL M| Fister |

Date Rangs or Days until Cert End or Training Time Prior Credit Aciive Duty Reset

records

g soving 15 016 Show Logs

o e
043 AN |22222222
. |3n02020

1006 AM

4X999-44-7777|999.44-7777] F 33Bs.cam [310/2020f5,555997

4X]999-44-T777)|999-44-T777 22222222

4X999-33-8888(999-33-8838| = 3 = apiooa0 22X22122

999-22-7777)|999-22-T777 FF. 33 i 22X22122

m 4x]099-22-7777(999-22-7777

29



Select “Certs” to go to the Certifications page.

Save Cancel Print 4 Student p

[BUFFAY
Salutation  First Name™ Middle Name  Last Name™ Suffx

999-22-7777 Address* Location | Domestic e
SSN* Student ID 123 AVENUE B
[999-22-7777 ][00 vI[33 |

File Number Payeo# Chapler- NEW YORK Ny |
[NCD v Gity" State"

Tramning Type" 01547
DEMO IHL 2-2-2222-22 -L.r,s%l
School Short Name Facility Code )

Therapy v

Extension

oo ro i r') com
Prior Training Credit” PT Evaluated
CJGuest Student  [J Active Duty
OsTEM Scholarship Recipient

Alternate Email

v Notes

Pnmary School — Name -- State

ICnuninng O

Fry 33 percent

You will see a Fall 18 term at the Main Campus with 12 credits. Expand the term by selecting the
drop-down arrow to the left of “FALL 18”.

Print 4 Student b

FALL 18 b 0BM52018 121152018

Remarks

|
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You will now see the enroliments, as well as any amendments. Select the enroliment that needs to
be recertified.

Print 4 Student p

[An ~[an to -
T ritter

Term Name Status F ¥ Begin Date Range

Remarks Modify Remarks List

Select “Cert” and “Terminate.

Print 4 Student

~ t -
| | r)ll nd D n.moni

Toum Mamo Status Bogin Dato Hango

12

Remarks Mooy REnaris Ll
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Select “Colmery Section 107” as the Termination Reason and then select “SAVE”.

Cert Complete Submit

Print 4 Student A

vln'

o an ]

Status

[L Rt ]
CENS2018

Fuciity Code E!Mr-lmlnmn%de ileJam H.\mq%

1252018
12152018

1 FFFFFFFA
Frrrrrred

CSFFEF]
B2 20

Tomm R

LDWEFF Date LD Acciued

FALL 18 0852018 121152018

End Of Term Or Course
Graduation

Withdraw Before Beginning Of Tarm

Remarks

Withdrawal During Drop Paeriod

Praragistered But Never Attendad
Cahas Eanlaie o oo

Unsatisfactory Attendance, Conduct, Or Prograss

Viithdrawal After Drop Pariod - Nen-Punitive Grades Assignad
Withdrawal Afrer Drop Pariod - Punitive Grades Assigned

Withdrawal Or Intermuption (Noncollege Degrea Programs Not On A Term Basis)

Cancel

2z

107

Submit the Termination by selecting “Submit” and then “Submit Selected Term”.

Print 4 Student p

O30S

FFEFFErE
2XFIVERY

AR
ABOZZ120

anazone

FALL 18 » 0BMS2018 12152018 o o)

[Colmery Section 107

Reason for Termnabon

Remarks

Termination For Secton 107 Of Colmany Act, (0B/M1S2018 - 12/15/2018) ID:40627458
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REPLACING THE ORIGINAL ENROLLMENT - MAIN CAMPUS CREDIT HOURS

On the Bio page, you will now see the terminated enroliment. To replace the enroliment, highlight the
latest enroliment certification that had the correct hours and Tuition & Fees. Select “Cert”, “Colmery
Replacement”, and then select the first campus that will be used to replace the original enroliment. In
this case, the student took 6 hours at the main campus (222222222 Demo IHL) and 3 hours at the
extension campus (22X22222 Demo UNIV EXT 1), so we will begin by replacing the previous enroliment
by entering the correct hours at the main campus by selecting “222222222 Demo IHL”.

Towm

rv Replacemen! 3

| tof [ Fircer |

Term Name Status Facility Code Begin Date Range  End Date Range

w 4X|FALL 18 B | 08/15/2018 [12/15/2018 0 22222222 48022120
4X |FALL 18 08/15/2018 |12/15/2018 9 0 1 1/2018 | 22222222 48022121
4X |FALL 18 E) | 08/15/2018 [12/15/2018 o O 08/14/2018 | 22222222 48022131

=

Save Cancel
4x

Modify Remarks List

Enter the correct hours and the Tuition & Fees into the “Edit Enrolilment” section. Please note that
the Term Name, Begin Date, and End Date will be greyed out and will not be editable. Once
complete, select “Save”.

Cert Complete Submit

[An ~Al ~v]Al ™ | tof ™ Fiiter |

Term Name Status Facility Code Begin Date Range  End Date Range

"

2

REPLACE | 08/15/2018|12/15/2018 | | s00.00]
T me Begin Dat Er t

Term d Date o R/D Clock T &F*

Remarks Modlify Remarks List

Replacement Cert For Colmery Section 107. Begin Date:08/15/2018 End Date:12/15/2018 1D:40627458




REPLACING THE ORIGINAL ENROLLMENT — EXTENSION CAMPUS CREDIT HOURS

On the Certs page, you will now see the terminated enroliment, as well as the first replacement
enroliment. To replace the previous enroliment with the extension campus, again highlight the
original enroliment certification. Select “Cert”, “Colmery Replacement”, and then select the
extension campus that you are replacing hours certified at the main campus with. Since we have
already certified the main campus replacement, we will now certify for the extension campus
(22X22222 Demo UNIV EXT 1).

TAn ] | to]
Facility Code Begin Dale Range  End Date Range

22222222
22222222
22222222

Cancel
4x

FALL 18 - 08/15/2018 12/15/2018
Term Name in Date” End Date

Accelerated Pay
(high-tech courses only)

Remarks Modify Remarks List
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Enter the hours and the Tuition & Fees into the “Edit Enroliment” section. Please note that the
Term Name, Begin Date, and End Date will be greyed out and will not be editable. For terms that
are graduated terms, the TT/FT box will also be populated and will not be editable. Once complete,
select “Save”.

Cert Complete Submit

DAL

V LY U L

[An ~TAl ~Al ~] | tof |
Term Name Status Facility Code Begin Date Range  End Date Range

22222222

REPLACE »|08/15/2018[12/15/2018| 6] o] | |
End Date IRes Dist* R/D Clock T&F*

Term Nam¢ Begin Date”

Advance Accelerated Pay
DPay O (high-tech courses only)

LDAVEFF Date LD Accrued

Remarks Modify Remarks List

Replacement Cert For Colmery Section 107. Begin Date:08/15/2018 End Date:12/15/2018 ID:40627458

The Replacement enroliment will now appear. Once all replacement enroliments have been added,
select “Submit” and then “Submit All Colmery Replacements”.

**Note: if there are errors, the system will notify you what the errors are and will instruct you to fix those errors
before being able to submit. Please make those corrections, SAVE, and then Submit. **

Print 4 Student N

VAT ! | tof | Firter |
End Date Range

Facility Code Begin Date Range

Save Cancel

2

REPLACE »/08/15/2018 12/152018 [ 6] o | | e00.00|
Term Name Begin Dale End Date Res Dist™ R/D Clock T&F"

Advance Accelerated Pay
Cpay DI ihigh-tech courses anly)

te LD Accrued

Remarks Modify Remarks List

Replacement Cert For Colmery Section 107. Begin Date:08/15/2018 End Date:12/15/2018 I1D:40627458
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Once submission is complete, both replacement enroliments will appear on the Bio page

Print 4 Student )N

[An TAl A | | tof ™ Firter |
Term Name Status. Faciiity Code Begin Date Range  End Date Range

REPLACE | 08/15/2018 12/15/2018
Term Name T: D

Begin Date® End Date

Remarks

Replacement Cert For Colmery Section 107. Begin Date:08/15/2018 End Date:12/15/2018 ID:40627458

To reduce the number of hours that took place at the extension campus, you will need to highlight the
extension. At the top of the screen, click “Cert” then “Adjust”. A popup will appear asking “Is this
replacement an Adjustment that was previously submitted. Click “Okay”.

Cert

New
New Multiple Term

| tof | Firter |
Begin Date Range End Date Range

» 4X |FALL 18
» 4X |REPLACE
W 4X |REPLACE

22222222 48022120
22222222 48022133
22X22122 48022132

Message from webpage Saveh Cancei
4x
o 15 this replacing an Adjustment that was previously
submitted If OF, copy the replacement remark. f CANCEL no
REPLACE remark is inserted
Term Name

— Advance Ac I o I cancel

LDA/EFF Date LD Accrued

Remarks
Replacement Cert For Colmery Section 107. Begin Date:08/15/2018 End Date:12/15/2018 ID:40627458
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Make the appropriate reduction to the number of hours. In this case, we will reduce the hours from
6 to 3.

Cert Complete Submit Print  Student N

[An ~TAl M M| | to] |

Term Name Status Facility Code Begin Dale Range  End Dale Range

08/15/2018 [12/15/2018 9 0 22222222 48022120

08/15/2018 (12/15/2018 & 0 22222222 48022133

08/15/2018 [12/15/2018 6 0 22X22122 48022132
o 0

Term Name Begin Date* End Date™

Advance Accelerated Pay
Opay D high-tech courses only)

Reason for Adjustment

LDA/EFF Date LD Accrued

Remarks Modify Remarks List

Replacement Cert For Colmery Section 107. Begin Date:08/15/2018 End Date:12/15/2018 1D:40627458

Select the “Reason for Adjustment” dropdown arrow and select the appropriate Adjustment
Reason. In this case, the student dropped the course after the drop period, so we will click
“Reduction after drop period- Non-Punitive Grades Assigned”. In this situation, the last date the
student attended, and the last date credit accrued will also be needed to process the adjustment.
Once complete, click “Save”.

e N Cert Complete Submit Print 4 Student )N

VRV CE

[Al ~[Al ~Al M| | tof ™ Firter |
Term Name Status Facility Code Begin Date Range  End Dale Range

B 4X|FALL 18 08/15/2018 |12/15/2018 9 0 22222227 48022120

p 4X|REPLACE 08/15/2018 | 12/15/2018 6 0 22222222 48022133

W 4X|REPLACE 08/15/2018 |12/15/2018 8f 0 22X22122 48022132
G| 0

Cancel |
2

REPLACE  p{08/15/2018[12/15/2018][ 3] 0] | I
AEE

e = Term Name Begin Date® End Date” Res ist RD Clock T &F*
- ’ n []Advance [ Accelerated Pay
Pay (high-tech courses of |ncrease

Increase On First Day Of Term
L DAEFF Date LD Accrued Prereg 'ed But Reduced Prior To First Day Of Term

Reductioanthlen Callocal

I |Reduction After Drop Period - Non-Punitive Grades Assigned

Remarks 4 = T

Replacement Cert For Colmery §Reduction During Drop Period

Reduction On First Day Of Term

Student Completed Term But Non-Punitive Grades Assigned For One Or More Courses
Other (Explain In Remarks)
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Click “Submit” then press “Submit Selected Term”. The “Reasons for Adjustment”, “Hours”,
“Tuitions and Fees” fields will not be editable. So, please make those field match the fields on the

original reduction.

Print 4 Student N

Cert Complete Submit

Yending Enroliments

[Al ~[Al ~]An | | tof [~ Firter |

Term Name Status. Facility Code Begin Date Range  End Date Range

P 4X|FALL 18 08/15/2018 [12/15/2018 22222222 48022120
p 4X |REPLACE 08/15/2018 (12/15/2018 22222222 48022133
W 4X |REPLACE 08/15/2018 | 12/15/2018 22X22122  [48022132

REPLACE  p[08/15/2018[12/15/2018] [ 3] o] | | 600.00]

Term Name Begin Date* End Date* Res Dist* RD Clock T&F*

DAdvance O Accelerated Pay LReducﬁDn After Drop Period - Non-Punitive Grades Ass v
Pay (high-tech courses only) Reason for Adjustment

10/31/2018{10/31/2018

LDAJEFF Date LD Accrued

v

Mitigating Circumstances

Remarks

Replacement Cert For Colmery Section 107. Begin Date:08/15/2018 End Date:12/15/2

The original and replacement terms will appear on the Bio page. Replacements are indicated with
an “R” icon and have a Term Name of “Replace”.

Print 4 Student N

[Ail <Al ~Ai > | tof ™ Fitter |

Torm Name Status Facility Code Bogin Date Range  End Date Range

ALL 18 | = | 08/15/2018 |12/15/2018 0 2222222 | 48022120
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SCENARIO #5: REDUCTION OF HOURS AT MULTIPLE EXTENSION CAMPUSES

SCENARIO INTRODUCTION

Description: This scenario provides the steps and screenshots to reduce credit hours for a student taking classes at
multiple extension campuses. In this situation, the student was originally certified at a main campus. The student
began taking hours at extension campuses. The student reduced credit hours from 6 to 3 credit hours. In
accordance with Section 107, the student must have their original enroliment recertified to the physical location
that they were attending classes.

Expected Outcome: There will be 2 replacement certifications displayed — one for the each of the extension
campus facilities that the student was enrolled at.

Prerequisite: Before beginning, please determine the student and terms that need to be replaced. Add the student
to the appropriate extension campus(es) if needed, and make sure the ‘Training Type” field on the student’s Bio
page is reflective of their training status during the term that you are replacing.

TERMINATING THE ORIGINAL ENROLLMENT

Select the appropriate enroliment that you would like to replace. In this case, this will be the
enroliment at the main campus, Demo IHL.
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Select “Certs” to go to the Certifications page.

Save Cancel Print < Student p
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Expand the term that you would like to adjust by selecting the drop-down arrow to the left of the
term. The term that we would like to adjust is the Spring 19 term at the Main Campus with 9 credits.
You will now see the enroliment, as well as any amendments. Select the latest enroliment.
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Select “Cert” and “Terminate”.

Print Student p
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Select “Colmery Section 107” as the Termination Reason and then select “SAVE”.
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Submit the Termination by selecting “Submit” and then “Submit Selected Term”.

Cert Complete Submit Print Student p
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REPLACING THE ORIGINAL ENROLLMENT — EXTENSION CAMPUS #1 CREDIT HOURS

On the Certs page, you will now see the terminated enroliment. To replace the enroliment,
highlight the terminated enroliment certification. Select “Cert”, “Colmery Replacement”, and then
select the campus that you are replacing the previous enroliment with. In this case, the student
took 4 credit hours at the all three extension campuses, so we will begin by replacing the
enrollment at DEMO UNIV EXT 2 and select “22X222221 DEMO UNIV EXT 2”.

> ] to] [ Fircer |
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0115201
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Enter the hours and the Tuition & Fees into the “Edit Enroliment” section. Please note that you
will need to distribute the T&F across the enrollments. Please also note that the Term Name,
Begin Date, and End Date will be greyed out and will not be editable. For terms that are graduated
terms, the TT/FT box will also be populated and will not be editable. Once complete, select “Save”.
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Once all replacement enroliments have been added, select “Submit” and then “Submit All Colmery
Replacements”.

**Note: if there are errors, the system will notify you what the errors are and will instruct you to fix those errors
before being able to submit. Please make those corrections, SAVE, and then Submit. **
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Once submission is complete, all replacement enroliments will appear on the Certs page.
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REPLACING THE ORIGINAL ENROLLMENT — EXTENSION CAMPUS #2 CREDIT HOURS

To replace the enroliment with the second extension campus, again highlight the terminated
enroliment. Select “Cert”, “Colmery Replacement”, and then select the next campus that you are
replacing the enroliment with. Since we have already certified at the second extension campus,
we will now certify the enroliment at the next extension campus (22X22222 Demo UNIV EXT 3). **
Note: If you attempt to add a replacement enrollment for an extension campus that already has a
replacement enrollment, you will receive the following error.**
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Enter the hours and the Tuition & Fees into the “Edit Enroliment” section. Please note that you will
need to distribute the T&F across the enroliments. Please also note that the Term Name, Begin Date,
and End Date will be greyed out and will not be editable. For terms that are graduated terms, the TT/FT
box will also be populated and will not be editable. Once complete, select “Save”.
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Once all replacement enroliments have been added, select “Submit” and then “Submit All Colmery
Replacements”.

**Note: if there are errors, the system will notify you what the errors are and will instruct you to fix those errors
before being able to submit. Please make those corrections, SAVE, and then Submit.**
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Once submission is complete, all replacement enroliments will appear on the Certs page
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REDUCING CREDIT HOURS AT AN EXTENSION CAMPUS

In this example, the student reduced their hours from three to zero hours at the extension
campus. Highlight the replacement enroliment at the extension campus where the student
reduced their hours, select “Cert” and then “Terminate”.
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Select the “Reason for Adjustment” dropdown arrow and select the appropriate reason for the
adjustment. In this case, the student reduced due to a reduction after the drop period, so the
“Reduction after drop period- Non-Punitive Grades Assigned” option was selected.

Cert Complete Submit Print Student N

2]

[An ~Jai ~lan ~] to Fﬂrer

Tarm Nama Stalus Facility Gode Bogn Date Renge  End Date Range

REPLACE  p[01/15:2019]0s1152019] [ 3] o] |
arm N Bagin Date”  End Date® Res Drest” RO C

I—_—IAtNErlce O Accelerated Pay
Pay thigh-tech courses only)  |Epd Of Tenm Or Course

Graduation
(OAEFT Do Unsatisfactory Attendance, Conduct, Or Progress
Remarks ‘
’ﬁeplac@m«nt Cert For Colmery S

Degree Programs Not On A Term Basis)

[
Preregisterad But Never Attended

Other (Explain In Remarks)

Enter the last date effective. Once complete click “Save”.
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Click “Submit” then click “Submit Selected Term”.
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Once submission is complete, the replacement enroliment and adjustment will appear on the Bio page.
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SCENARIO 6: RECERTIFYING FOR HOURS AT THE MAIN CAMPUS AND EXTENSION

CAMPUS AFTER GRADUATION

SCENARIO INTRODUCTION

Description: This scenario provides the steps and screenshots to recertify a student that initially had all credit
hours certified at a main campus and the term has been terminated for graduation. In this situation, a student was
actually attending some of their hours at the main campus and some of their hours at an extension campus. In
accordance with Section 107, the student must have their original enroliment recertified to the physical location
that they were attending classes.

Expected Outcome: There will be 2 replacement certifications displayed — one for the main facility for half of the
credit hours (4.5 credit hours) and one for the extension facility for half of the credit hours (4.5 credit hours).

Prerequisite: Before beginning, please determine the student and terms that need to be replaced. Add the student
to the appropriate extension campus(es) if needed, and make sure the ‘Training Type” field on the student’s Bio
page is reflective of their training status during the term that you are replacing.

REPLACING THE TERMINATED ENROLLMENT

Select the terminated enroliment that you need to recertify. Below, you will see that this term has
a Reason for Termination of “Graduation”. You will be unable to terminate this term because it
has already been terminated.
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Select the terminated enroliment that needs to be replaced. Then select “Cert” and then “Colmery
Replacement” and then the facility code that the student was physically attending classes at. In
this case, that was “DEMO UNIV EXT 1”, with Facility Code “22X22122”.

=T Cert
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Enter the hours and the Tuition & Fees into the “Edit Enroliment” section. Please note that the Term
Name, Begin Date, and End Date will be greyed out and will not be editable. For terms that are
graduated terms, the TT/FT box will also be populated and will not be editable. Once complete, select
“Save”.
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The Replacement enroliment will now appear with the appropriate Standard Remark. Select “Submit”
and then “Submit All Colmery Replacements”.

**Note: if there are errors, the system will notify you what the errors are and will instruct you to fix those
errors before being able to submit. Please make those corrections, SAVE, and then Submit **
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INDICATING THE STUDENT GRADUATED

Once submission is complete, the replacement enrollment will appear on the Certs page. You will
still need to indicate that the student graduated. To do this, select the Replacement enroliment,
and then select, “Cert” and “Terminate”.
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The following message will appear. If the replacement enroliment is replacing an adjustment that
was previously submitted, select “OK”.
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Select the “Graduation” Termination reason.
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To submit the termination, select “Submit” and then “Submit Selected Term”.
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The replacement term and graduation will now both appear for the enroliment on the Certs page.
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SCENARIO 7: RECERTIFICATION DUE TO TERMINATION OF ALL HOURS AT THE

MAIN CAMPUS, ATTENDED EXTENSION CAMPUS FOR SOME HOURS

SCENARIO INTRODUCTION

Description: This scenario provides the steps and screenshots to recertify a student that had all credit hours
terminated at a main campus. However, prior to the termination, the student was physically attending 6 credit
hours at a main campus and 3 of their hours at an extension campus. In accordance with Section 107, the student
must have their original enrollment recertified to the physical location(s) that they were attending classes.

Expected Outcomes: There will be 2 replacement certifications displayed — one for the main facility (6 credit hours)
and one for the extension facility (3 credit hours).

Prerequisite: Before beginning, please determine the student and terms that need to be replaced. Add the student
to the appropriate extension campus(es) if needed, and make sure the ‘Training Type” field on the student’s Bio
page is reflective of their training status during the term that you are replacing.

REPLACING THE ORIGINAL ENROLLMENT — MAIN CAMPUS CREDIT HOURS

Select the appropriate Enroliment that you would like to adjust. This will be the enroliment at the
main campus.
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Select “Certs” to go to the Certifications page.
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Expand the term that you would like to adjust by selecting the drop-down arrow to the left of the term.
The term that we would like to adjust is the Spring 19 term at the Main Campus with 9 credits.
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You will now see the enroliment, as well as any amendments. Select the latest enroliment.
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On the “Certs” page, you will see the “Spring 19” enrollment. To replace the enroliment, select
“Cert”, “Colmery Replacement”, and then select the campus that you are replacing the enroliment
with. In this case, the student took 6 hours at the main campus (222222222 Demo IHL) and 3 hours
at the extension campus (22X22222 Demo UNIV EXT 2), so we will begin by replacing the original
enroliment with the correct hours taken at the main campus by selecting “222222222 Demo IHL”.
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Enter the hours and the Tuition & Fees into the “Edit Enroliment” section that the student

physically attended classes at this location for the term in question. Please note that the Term
Name, Begin Date, and End Date will be greyed out and will not be editable. For terms that are
graduated terms, the TT/FT box will also be populated and will not be editable. Once complete,

select “Save”.
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HARRY W. COLMERY VETERANS EDUCATIONAL ASSISTANCE ACT — FOREVER Gl BILL

REPLACING THE ORIGINAL ENROLLMENT — EXTENSION CAMPUS CREDIT HOURS

On the Bio page, you will see the “Spring 19” enroliment. To replace the original enroliment with the
hours taken at the extension campus, select “Cert”, “Colmery Replacement”, and then select the
campus that you are replacing the enroliment with. Since we have already certified the student for the
correct hours taken at the main campus, we will now certify at the extension campus (22X22222 Demo
UNIV EXT 2).

Print Student p- N

2222 DEMO IHL ' 1 ,

72 DEMO UNIV EXT 3

Tan ~] ] to] |

Term Name Status Facility Code Begin Date Range End Date Range

W 4X|SPRING 19 ) | 01/15/2019 [05/15/2019 0 o 48022124
4X | SPRING 19 & | 01/15/2019 |05/15/2019 o 03/31/2019 48022125
]
A5 V1512 & 0

2019 |05/15/2019

Remarks Modify Remarks List
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Enter the hours and the Tuition & Fees into the “Edit Enroliment” section. Please note that the Term
Name, Begin Date, and End Date will be greyed out and will not be editable. For terms that are
graduated terms, the TT/FT box will also be populated and will not be editable. Once complete, select

“Save”.

Submit

Print

|2]

(Al Al N

V]

] 1o

Term Name Status Facility Code

» X SPRING 19

08/15/2018 |12/15

017152019 0515/

2 |REPLACE 01/152019 |05/1572018

2019

2018

Bogin Date Range

[ Fiter |
End Date Range

22222222
22222222
22222222

REPLACE p 01/15/2019 05/15/2019
orm Narr Begin Dal End Date”

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

Remarks

I Res

RID

Clock T&F"

‘Modify Remarks List

Replacement Cert For Colmery Section 107. Begin Date:01/15/2019 End Date:05/15/2019 1D:40627461

Student p N

62




HARRY W. COLMERY VETERANS EDUCATIONAL ASSISTANCE ACT — FOREVER Gl BILL

The Replacement enroliment will now appear. Once all replacement enroliments have been
added, select “Submit” and then “Submit All Colmery Replacements”.

**Note: if there are errors, the system will notify you what the errors are and will instruct you to fix
those errors before being able to submit. Please make those corrections, SAVE, and then Submit. **

[An ~an Al ] ] tof |
Term Name Status Facility Code Begin Dale Range  End Dale Rango

REF'LACE >o1.r15/2019 0511512019 [ 3] o]
Terr ale® Res Dist* RD

Advance Accelerated Pay
DI Yy O (high-tech courses only)

Remarks Modify Remarks List

Replacement Cert For Colmery Section 107. Begin Date:01/15/2019 End Date:05/15/2019 ID:40627461

Once submission is complete, both replacement enroliments will appear on the Bio page.

Print Student p- A

[ “TAI Tl ] tof I Fiter |
Term Name Status Facility Code Begin Date Range  End Date Range

Cancel!
ax

REPLACE p 01/15/2019 05/15/2019
1 Na Begin Dale” End Dat Re

Remarke
Replacement Cert For Colmery Section 107. Begin Date:01/15/2019 End Date:05/15/2019 |D:40627481
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TERMINATING HOURS AT THE MAIN CAMPUS

Highlight the replacement enroliment at the main campus. Select “Cert” and press “Terminate”. A pop
up will appear asking “Is this replacing an adjustment that was previously submitted?”. Press “Ok”.

Cert Print Student A

New |
New Mulfiple Term
Amend

D Tan ~] ] 0
Torm Name Status Facility Code Bogin Dale Range  End Dale Range

--- el Jo022124

Ssve Cancel

s this replacing an Adjustment trat wasforeviousty
submitted? If OK copy the replacement femark. If CANCEL, no

remark is inserted v
! oK l cancel

Remarks Modify Remarks List

Replacement Cert For Colmery Section 107. Begin Date:01/15/2019 End Date:05/15/2019 ID:40627461

Select Reason for Termination. In this case, the reason for termination should be “Wlthdraw after Drop
Period- Non-Punitive Grades Assigned”.

e Cert Complete Submit Print Student N

(2

[An ~An Al | ] tof g
Term Name Staus Facillty Code Begin Date Range  End Daie Range

4X |REPLACE [}
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Save Cancel
2
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Remarks
Replacement Cert For Colmery Sectid
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Or Interruption (Noncollege Degree Programs Not On A Term Basis)

Preregistered But Never Attended
Other (Explain In Remarks)
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Enter Original Effective Date and click “Save”.

Cert Complete Submit

(Al

Term Name

Al

Status

Print
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Al v ] to]
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W 4X |REPLACE
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Facility Code Bogin Date Range  End Dale Range
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CREDIT HOUR WITHDRAWAL FROM THE EXTENSION CAMPUS

Highlight the replacement enrollment at the extension campus that needs to have the credit hour

withdrawal. Select “Cert” and press “Terminate”

. A pop up will appear asking “Is this replacing an

adjustment that was previously submitted?”. Press “Ok”.

4D

Al Tl

b |

Term Name Status Facility Code

Begin Date Range

to -

P X [SPRING 19 | g | 01/15/2019 |05/15:2019 22222222  |48022124
P 4X |REPLACE | | 01/15/2019 |05/152019 22222222 |4B022142 | A
o
v
» o 1 € | 00/15/2018 | 12/15/201 1 48022124
) Message from webpage x
an Agjustment that was pri
REPLACE p 0111 Pl 300.00
m Name Begin ile 1
. * " i A
Fa high-tec
Remarks

Replacement Cert For Colmery Section 107. Begin Date:01/15/2019 End Date:05/15/2019 |D:40627461

Select the reason for Termination. In this case, the reason for termination should be “Withdraw after

Drop Period- Non-Punitive Grades Assigned”.

Cert Complete Submit

Print Student N

2]
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Enter Original Effective Date and click “Save”.

Cert Complete Submit

Print

(2]

[All VAl vai ~| | to] |
Term Name Status Facility Code Begin Dale Range  End Dale Range

01/15/2019 |05/15/2019 22222222
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[ V]
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Remarks

Iﬁepiacemem Cert For Colmery Section 107. Begin Date:01/15/2019 End Date:05/15/2019 ID:40627461

T — FOREVER GI BILL

Student N

Click “Submit” then click “Submit Selected Term”.

Cert Complete Submit

Print <\ Student N

Subm®All Pending Enroliments

(2]

(Al ~An M | tof |
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Save Cancel
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Remarks
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Modify Remarks List
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On the Bio page you will now see the all replacement enroliments.

Print Student N

2]

[A1 ~ Al ~[An ~| ] tof |
Term Name Status Facility Code Begin Dale Range  End Dale Range
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Save  Cancel
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SCENARIO 8: RECERTIFICATION OF AN ENROLLMENT WITH AN ADJUSTMENT TO
HOURS TAKEN AT A DIFFERENT LOCATION

SCENARIO INTRODUCTION

Description: This scenario provides the steps and screenshots to recertify a student that had an enroliment
certification at a main or branch campus, and an adjustment to add hours taken at a new facility code where none
of the hours on the original enrollment were taken. In this situation, the student was really taking the originally
certified hours at an extension campus and the adjusted hours at a different facility.

Expected Outcomes: There will be a replacement certification for the original enrollment and a new enrollment
submitted for the hours taken at a different location.

Prerequisite: Before beginning, please determine the student and terms that need to be replaced. Add the student
to the appropriate extension campus(es) if needed, and make sure the ‘Training Type” field on the student’s Bio
page is reflective of their training status during the term that you are replacing.

TERMINATING THE ORIGINAL ENROLLMENT

To begin, select the appropriate Enrollment that you would like to replace. In this case, this will be
the original enroliment at the main campus.

Student School Detail Print B3
Select Student
Search by [Last Name V] [Starts With ] [HANNIGAN | search| Cear |
Search Type Search Range Search Text
ILMIAche | [al vl v [an v [l ] [an v

Stalus and Fadiily Cade and Chapler and Training Type and  Program and PT Evalualed

o] ALl v [Al V][AL V] [ALL M| Fitter |
=1

Dale Range or Days until Cert End or Training Time Prior Credit Active Duty

s 2ot Show Logs
records __
0 SsN | Fie# [P Last Name | First Nam rapt| ast cer Facily |,
# Code |-

] 998-11-7777|999-11-7777| HANNIGAN | MIKE 22222222

109-11.7777|900-11.7777] 00K 3 riirin) pee—
] 44999-11-7777(999-11-7777|  OO[HANNIGAN  MIKE 3 compscl| 151 P |22X22122
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Select “Certs” to go to the Certifications page.

Print 4 Student P

v to -
Faclity Code Hegrl[)ateﬂarm! LmDmeRwuﬁ |

011152019 |05/152019 011572018 48651808
0111572019 | 05152019 48661807

Wodiy Remarks List

Expand the term by selecting the drop-down arrow to the left of “SPRG 18”. You will now see the
enrollment, as well as any amendments. Select the latest enrollment.

**Note: make sure to select the actual enrollment, not the virtual enrollment.**

C 4D

[ MET M M ] to] =
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LDAEFF
Remarks Wodify Remarks List

70



HARRY W. COLMERY VETERANS EDUCATIONAL ASSISTANCE ACT — FOREVER Gl BILL

Select “Cert” and “Terminate”.

Print 4 Student p |
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‘Modify Remarks List
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REPLACING THE ORIGINAL ENROLLMENT — EXTENSION CAMPUS CREDIT HOURS

On the Certs page, you will now see the terminated enroliment. To replace the enrollment,
highlight the enrollment that you have just terminated. Select “Cert”, then “Colmery Replacement”
from the drop-down menu, and then select the correct extension campus where the student
attended classes.

Print 4 Student p

History

i I B |

Begin Date Range  End Date Range
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Enter the hours and the Tuition & Fees into the “Edit Enroliment” section to reflect the hours and
T&F taken at the extension campus. Please note that the Term Name, Begin Date, and End Date will
be greyed out and will not be editable. For graduate level terms, the TT/FT box will also be
populated and will not be editable. Once complete, select “Save”.

**Note: the hours and Tuition & Fees entered must match the values on the original Enrollment.**

Print 4 Student p

VAl v to
l e —

Facity Code Bagin Date Range

Res Dist RD Clock T&F

Modiy Remarks List
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The Replacement enrollment will now appear in the list of Enrollments. Once all replacement
enrollments have been added, select “Submit” and then “Submit All Colmery Replacements”.

**Note: if there are errors, the system will notify you what the errors are and will instruct you to fix those errors
before being able to submit. Please make those corrections, “Save”, and then Submit. **

v| to =
Begin Dale Rangl !End Date Range l

losnsote [ of 3] [ [ 3000.00]
iDale” Res Dst RD Cock T&F

Remarks Modify Remarks List

’ﬁeplacemem Cert For Colmery Section 107. Begin Date:01/15/2019 End Date:05/15/2019 ID:41098751

Once submission is complete, the replacement enrollment will appear on the Certs page.

VAl v] ] tof i
Faciity Code Begin Date Range  End Date Range i

Save  Cancel
4ax

Wodiy Remarks List

’ﬁeplaoemem Cert For Colmery Section 107. Begin Date:01/15/2019 End Date:05/15/2019 ID:41098751
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SUBMITTING A NEW ENROLLMENT FOR THE HOURS TAKEN AT A DIFFERENT
FACILITY

Because the original enroliment also had an adjustment to add residence hours taken at a
different facility, in this example hours taken at the main campus, you will need to add a new
enrollment certification for these hours. First, you will need to make sure you are adding the
hours to the correct campus by returning to the Select page. On the Select page, search for the

student, and select the student’s record at the facility where these hours need to be certified. In
this case, the record at the main campus.

-~ 3~ Student School Detail

Search by [LastName V| [Starts With | [HANNIGAN | Search| clear |
Search Type Search Range Search Text
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(Al Active NI v[ar v [an v [An v [a M|
Status and Fadiity Code and Chapter and Training Typeand ~ Program and PT Evaluated

T o[ A ¥ W VAt viar VG
=

Date Range of Days until Cert End or Training Time Prior Credit Active Duty

s 12012 Show Logs
records

[ 4X999-11-7777(999-11-7777| OHANNIGAN |MIKE

76



HARRY W. COLMERY VETERANS EDUCATIONAL ASSISTANCE ACT — FOREVER Gl BILL

Click “Certs” to go to the Certs page. Select “Cert” then “New” to create the new enroliment.

Print 4 Student p

I B |

Bogn Date Range _ End Date Range

Cancel
4x

Modity Remerks List

For the new enrollment, enter in the Term Name, the same Begin Date and End date as the original
enrollment, and the correct number of added hours and T&F. Then, select “Modify Remarks List”
to add a free text remark.
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On the Remarks pop-up window, select “Other” from the VBA Standard Remarks and School
Standard Remarks drop-down menus. Then, enter in “Replacement certification for Colmery

Section 107 — Addition of hours at new facility code”. When you have finished entering in the
remark, select “Save” then “Done”.

**Note: It is important to enter in this free text remark so that claims processors can identify that this
enroliment is for Colmery recertification.

Print 4 Student p
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When you have completed the enroliment certification, select “Submit” and “Submit Selected
Term”.
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Once the new enrollment is submitted, you will see the original enroliment certification that is now
terminated with the total hours, the replacement enrollment certification for the hours taken at the
extension campus, and the new enrollment certification (also named REPLACE) for the hours that
were taken at the main campus listed on the Certs page. Notice, the hours for both of the
“replacement” certifications add up to the total hours on the original enroliment certification.

Print 4 Student p
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