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1.1.1.1.1 Adding a New Program  
To add a Program, navigate to the Program & Courses tab and click Add New Program. 
 

 
 

The system will direct the user to the New Program page. The school user will fill out and upload all 
information relating to the program.  One of the required pieces of information under Programs is 
courses.  
 
1.1.1.1.2 Adding a New Course  
To add a new course, click Add New Course, type in required information, then hit Add. Once the 
course is added, the number of hours from that course will be applied to the total number of hours 
for that program.  
 



 
 
Once all of the required fields are filled out and all necessary documents are uploaded, the user can 
save the program by clicking Save at the bottom of the page. The new proposed program will show 
on the Programs Page. 
 
Note - Outside of initial certification the new program will show a NEW badge next to the program 
name.   
 

 
1.1.1.1.3 Editing a Program   
To edit a program before the certification application has been submitted to SCHEV or during 
recertification, the school user will click on Edit, make updates, then click Save.  
 



 
 
Note: Editing a Program outside of initial certification will follow the same process, however, after 
initial certification or between recertification cycles, users will have to submit each Program change 
to SCHEV for review. See section AC 4.0.9 Adding or Managing Programs for additional details.  
 
1.1.1.1.4 Editing a Course  
To edit a course, the user will follow the steps in Section 2.4.2.3.3 to Edit to the Program. While on 
the Edit Program page, the user would navigate to the Courses section and click Edit.  
 
Note - Deleting or Editing a Course modifies the Program. If a course is Deleted or Modified outside of 
initial certification or between recertification cycles, the user will need to submit each Program 
Modification to SCHEV. See section AC 4.0.9 Adding or Managing Programs for additional details.  
 

 
 
1.1.1.1.5 Deleting a Course   
To delete a course before the certification application is submitted to SCHEV, the user will follow the 
steps in Section 2.4.2.3.3 to Edit to the Program. While on the Edit Program page, the user would 
navigate to the Courses section and click the Delete link.  
 



 
 
After the user selects Delete, a popup would appear on the screen confirming that the course should 
be deleted.  
 

 
 
Once deleted, the course would be removed from the course table and the number of course hours 
would be subtracted from the total.  
 

 
 



Note - Deleting or Editing a Course modifies the Program. If a course is Deleted or Modified outside of 
initial certification or between recertification cycles, the user will need to submit each Program 
Modification to SCHEV. See section AC 4.0.9 Adding or Managing Programs for additional details.  
 
1.1.1.1.6 Deleting a Program   
To delete a program before the certification application has been submitted, the school user will click 
Delete.   
 

 
 
A popup will appear on the screen and the user will click Delete to delete the program. Once delete is 
selected, the program will be removed from the Program table.  
 

 
 

Note: Deleting a Program outside of initial certification will follow the same process, however, after 
initial certification or between recertification cycles, users will have to submit each Program change 
to SCHEV for review. See section AC 4.0.9 Adding or Managing Programs for additional details.  
 


