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Ad Hoc Changes (AH) 
1.0  Ad Hoc Changes  
After a certification application is approved, and before recertification, the school will be able to make 
Ad Hoc changes to the school. Ad Hoc changes include: modifying accreditation status, changing 
location, changing school name, updating primary contact, add new or managing site, add new or 
manage existing school personnel, add new or manage existing program or course. Some of the 
Ad Hoc changes have payments associated with changes or updates.  
 
3.0.1 Viewing the School  
To view or start making changes to the school, the school user will click on the School Name under 
Name in the School tab.  
 

 
 
3.0.2 Certification Summary Page  
Once the school user is in the school’s profile, they will see the Certification Summary Page. To make 
updates, the school user can either navigate using the left-hand navigation, the buttons on the page 
that state: Review/Edit or click on the Quick Links link.   
 



 
 
Note – only school admin users are able to Submit to SCHEV.  
 
2.0  Quick Links  
The Quick Links section is a collapsible drop-down section that will allow for schools to easily 
navigate to one page and make a quick update to the school’s information.  
 



 
 

4.0.1 Adding or Managing Existing Instructional Location  
To make an Instructional Location change, the school user will navigate to the Location Tab. 
The Location Tab lists all Instructional Locations associated with that school. Note – to change 
location information for a main campus, the school user would go to the General Information section 
and make updates. To Add or Edit an Instructional Location, click on the Add New Location link or 
the Edit button for that site 
 

 
 
After clicking Edit, the application will redirect the school user to the Edit Location page. The user 
can change either General Information related to the site or Course information related to the site.  
  



 
  
Once the change is made, the user clicks save at the bottom of the page and the system will return 
the user to the Locations page. Note - hitting save does not submit the change to SCHEV users. 
  
4.0.2 Submitting a Modified Location to SCHEV  
After the save is changed, the Locations page will look slightly different than before. The location that 
has been changed will have a badge next to the location’s name that says Modified.  
 
To submit the change to SCHEV (Modified, New or Deleted), the user will need to select which location 
they want to submit a change for by selecting the check box to the left of the school name.  
  



 
  
Once the check box is selected, the school user will click Submit to SCHEV and be directed to the 
checkout page or Mark Ready for Pay and the Financial Officer can pay for the changes. Note - the 
change will not be fully submitted to SCHEV until payment is approved.   
 
4.0.2.1 Paying for an Ad Hoc Change  
Some Ad Hoc changes require payment. Once an item that requires payment is submitted to SCHEV 
or marked for pay, the school will be redirected to the checkout page.  
 

 
  



The School user will enter in payment information and click Submit, and a receipt confirmation will be 
emailed to the school and appear on the screen. 
  

 
  



If the school user clicks Continue, the application will take the user back to the Location screen. 
The Location tab in the left-hand navigation will be blue to indicate that a change has been submitted 
to SCHEV for review. 
 
  
4.0.3  Closing a Site  
To report a site closure, the school user would select Report Closure.  
 

 
 
Once the link is clicked, a popup would appear on the screen. The school user would fill in all required 
information, sign/upload document then click Report Closure.  
 

 
 
Note – at this point, the location closure has not been submitted to SCHEV for review. To fully submit 
the closure, the school user would select the school using the check box, then click Submit to 
SCHEV. For more information, refer to Section 3.1.2 Submitting a Modified Location to SCHEV.  



 

 
 

4.0.4 Modifying Accreditation Status  
After navigating to the Modify Accreditation Status section, the school user will be able to make 
updates to the accreditation status. Once the updates are made, the school user can either click 
Save or Submit to SCHEV. Note – Submit to SCHEV is restricted to School Administrator roles.  
 
Once the change is submitted to SCHEV for review, the General Information Tab will be blue to 
indicate that a change has been submitted to SCHEV for review.  
 
4.0.5 Change in Physical Location  
After navigating to the Main Location section, the school user will be able to update the Main 
Campus’s address. Once the changes are made, the school user can either click Save or Submit to 
SCHEV. Note – Submit to SCHEV is restricted to School Administrator roles. 
 

 



 

4.0.6 Editing a School Name  
After navigating to the School Name, the school user can edit the school’s name. Once edits are 
made to the name, the school has the ability to explain reasoning behind the name change and 
upload supporting documentation  
 

 
 
Once the changes are made, the school user can either click Save or Submit to SCHEV. Note – 
Submit to SCHEV is restricted to School Administrator roles. If the school user hits Submit to SCHEV, 
the system will direct the school user to the check-out page. See Section 3.1.2.1 Paying for an Ad 
Hoc change for information on the checkout process.  
 
4.0.7 Updating Primary Contact  
The school user can update their Primary Contact, choose an existing Personnel to be the Primary 
Contact or create a new Primary Contact, while on the General Information page. To select a new 
Primary Contact, the user can choose a Personnel from the drop-down list or the user can select 
Create New Personnel as Primary Contact.  
 

 
 



If a new Primary Contact is chosen, the Primary Contact information will update on the General 
Information screen.  
 

 
 
If the user would like to add a new Personnel as the Primary Contact, the school user would select, 
“Create New Personnel as Primary Contact”. Once that is selected, the Primary Contact information 
on the screen would be cleared out and the school user could type in new information.  
 

 
 
To fully add the new Personnel, the user would need to Save the General Information page and select 
the link to change other details for the Primary Contact. By clicking the link, the school user would be 
redirected to the Personnel page to update all necessary information. Once the school user is 
finished updating, the user would click Save or Submit to SCHEV.  
 
4.0.8 Adding or Managing New Personnel  
To add, edit or delete Personnel, the school user would navigate to the Personnel tab. The school 
user can either add new or edit existing personnel. Refer to Section 2.4.3.3 School Personnel for 
specific information.  
 



 
 
4.0.8.1 Submitted Personnel Change to SCHEV  
After all the information is added, edited, or deleted, the Personnel that had been updated would have 
a badge next to their name(New, Modified, Deleted). Once the school user was ready to submit the 
new, edited, or deleted personnel to SCHEV, they would select the Personnel by selecting a checkbox, 
then hit Submit to SCHEV or Mark Ready for Pay. Note - the change will not be fully submitted to 
SCHEV until payment is approved.   
 

 
 
4.0.9 Adding or Managing Programs  
To add, edit or delete a program, the school user would navigate to the Program & Courses Tab. 
The Program & Courses Tab will list all programs associated with that school. To add, edit, or delete 
a program, click on the Add New Program button or the Edit or Delete link for that program.  
  



 
  
After clicking Edit, the application will take the school user to the Edit Program page. The user can 
change either General Information related to the program, Hours & Cost, add/edit Supporting 
Document, Courses, update Standard Occupational Classification related to the program, and 
update Faculty Requirements.  
  

 
  
Once the school user makes all updates, they would click Save. After hitting Save, the application will 
let the user know that the program was edited successfully, and it will take the user back to 
the Program page.  



 
4.0.9.1 Submitting Program Change to SCHEV  
 
The Program that has been changed will have a badge next to the item’s name. The badge will either 
say, New, Modified, or Closed. The school will have to select which item they want to submit a change 
for by selecting the check box to the left of the school name. Once the item is selected, the user will 
need to click Submit to SCHEV or Mark Ready for Pay to fully submit the change. Note - the change 
will not be fully submitted to SCHEV until payment is approved.   
 

 
 
 
 
 
 


