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SCHEYV PPE Portal

Use the following link to access the PPE Portal for testing - https://stg-ppe-
schev virginiainteractive.org

General Information (GI)

1.0 GI Sign In Page

Access to the PPE Portal is based on the user's roles (Roles and Permissions explained below). Each
user will receive a Username and Password from SCHEV after attending a New School Orientation.
If you have not attended a New School Orientation click the New School Orientation button.

(U)\l\ll COUNCIL OF HIGHER
S 7 EDUCATION FOR VIRGINIA

Weicome 10 the PPE Porla

- COLIed VI POMCONOR"Y KIOON

Bew school seeting oo ifoeten I Virgiole ~ o sel e i Drerde

2.0 Gl User Sign In
To log or sign into the PPE Portal enter a User Name and Password, then click "Sign In".

3.0 Gl Forgot User Name/Password
If a user has forgotten a User Name or Password, click on the ‘Forgot User Name/Password" link.



The link will take the user to a new screen to enter an email address to retrieve User
Name/Password.

Forgot password? A s -

The user will be sent an email directing the user to a reset password screen. The screen will show
the User Name and email address, and it will ask the user to enter in a new password.

Reset password

A § Al

4.0GI SECURITY AND ROLES

The application has two categories of roles, SCHEV and School. There are varying permissions levels
within each category. An explanation of each role and abilities are below.

***Note - Roles will be added as part of Phase 2.

Role Group Role Name Description
SCHEV Certification Admin Administrative Personnel Approving Initial and Re-certification
Admin Schev Admin (Sylvia, Sandra, Kathlene) Managing Users etc.
Finance Financial Admin approving Budget, Composite Score, Surety Information etc.
School User Change most of the schools information with a few exceptions
ReadOnly View school information but not make any changes
Financial Officer Pay for information modifications
CPA/Accountant Input Financial Information (Surety and Compsoite Score)
Admin Change some protected information and submit information to SCHEV
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5.0 Gl Logging Off
A user will be able to log out of the application at any point. To logout, the user would navigate to the
top right-hand side of the screen and click Log Off

) STATE COUNCIL OF HIGHER Welcome sch.sarah
@4 EDUCATION FOR VIRGINIA New Scho

Note - depending on where the user is in the application and the last time the user saved, the
system might ask the following question in a popup window.

Are you sure you want to do that? x

A You've made changes on this page which aren't
saved. If you leave you will lose these changes.

Leave This Page Stay Here

Once the user has logged out, the system will return the user to the Sign In page.

6.0 Gl Keyword Search

The Keyword Search feature is available on most screens to all roles. To search, the user will type
the desired keyword into the search bar and the system will filter the results. To clear the results,
either delete or click Clear.

Keyword Search
Q Sarsh < Cloar
Nawe 11 Surws 11 Tasx Ownen 11
Sarais University-Chariotiesvite!! [ Intent to Operate - Need More Informason Notes | Checkout
Sarah's University-Charlotiosy :m Name Acknowledgement - Need More Notes | Checkout
Informason

Sarah's University-Fredericksburg m Intent to Operate Submined Notes | Checkout




School Section User Guide (SSUG)

1.0 School Login and Account Creation
SCHEV Admins are responsible for creating all School Admin user accounts for new and existing
schools in the PPE Portal

Once the account has been created by SCHEV, an email will send a request to have the user create a
password.

SCHEV PPE Account Created Inbox X

no-reply@schev.ppe.com
to sem2838+0000 ~

A new account has been created for you in SCHEV PPE Portal Please reset your password by clicking here

The new user will be instructed to create a new password and click Reset.

p— a1 -

Reset your password

Once the password is reset, the School Admin can login with the username and password. Refer to
General Information Section 1.0 Log in Page for instructions on logging in, resetting passwords and
roles and permissions.

1.1 School Admin Landing Page
A School Admin will see two tabs upon signing in (Schools and Users). Note - other school roles will
only see the "Schools” tab upon signing in.




Welcome to PPE Portal, Sarah School Admin

ir N

Chck 0n your school's name 10 stan of continue the cenication or receniiication process. To manags authorized user soltings for your INsSiution, select B
User tab. To view where you are in the certfication process or recertiication cycle, select the Certifications ink on the rghthand side of the page

Schools €
Keyword Search

Q o Cle

Nase 11 Smarus 11

3 Intent Returned Schoo ’ Need More Information Certiications | Notes
4 Intent Approved School Intert to Operate approved CortiSications | Notes
Ausust New Schoo Now ConiScations | Notes

1.1.1 Schools Tab

The Schools tab will display a list of all schools associated with that user, the status of the school(s),
certification(s), and external notes. Note - A School Admin account can be associated with more than
one school.

1.1.1.1 Name
Under the Name column will be the school's name that the SCHEV admin entered into the application.
The name can change throughout the certification application process.

To enter the school's profile to start the Certification or Recertification Application, the school users
will click on the School Name

1.1.1.2 Status
The status section will show the school user the current status of that school. For a complete list of
statuses please refer to Section 2.11 Statuses.

1.1.1.3 Certification/Notes
The Certification section will show a complete history of the certification history tied to that school

To view the certification history, click on Certification.

Note - each certified school will have their own certification history.




Certifications for New School 101 E'

The notes section will show the school users external SCHEV notes. To view notes, click on Notes.

School 101 for University Need More Information ~ Certifcations [ Notes |

The user will be able to view all external notes.

Notes for School 101 for University x
General notes related 1o the school
Keyword Search
Q Search O Clear
/ Intent 1o Operate Please continue wi... sch.sarah 2502020 Cancel
Note Type Note Details
O Wemal Only Please contnue with the Name section.
o For Acknowledgement

1.1.2 School Users

Only school administrators will have access to the Users tab. The Users tab will show a list of all
users that have access to that school, including username, email address, school name, and role.
Note - the school administrator cannot edit or delete other school administrators. Only SCHEV
administrators have the ability to edit school administrator's access. School administrators can add,
edit and delete other school users' roles.



Cick on your school's name 10 start or continue the certification or recertifcation process. To manage authorized user setings for your institution, select the
User 1aD. TO view wheeo yOU are in 1he Cortiication peocss Of recerntifcation cycie, select the Cenitcations link on the righthand sice of the page.

Schogls  Users
€ Acd New User
Keyword Search
Q Search C Cloar
Sarah_School Admin sem2833+2838@gmal.com New School 101

Mnn

1.1.2.1 Adding a School User

The School Admin can add new users for the school. To add a new role, click on Add New User and a
Create a new account pop up will appear. The school admin will input the required fields then select
Register to fully create the account.

Create a new account x
Emall
User Name
User Role CPA Financial Officer Read Only
User
Schools Begin typing for a list of schools.

Note - School Admin roles can only be added by SCHEV Admin.

Once the account has been registered, the entered email address will be emailed and asked to reset
a password by clicking on the link in the email.



SCHEV PPE Account Created Inbox x

no-reply@schev.ppe.com
to sem2838+0000 ~

A new account has been created for you in SCHEV PPE Portal Please reset your password by clicking here

The new user will be instructed to create a new password and click Reset.

‘Reset password. 4 3 .

1.1.2.2 Editing and Deleting a School User

To edit a school user, the Admin will click on the User name. Once clicked, the current user’s role will
appear on the screen. The Admin user will have the ability to change the user role, associate to a
different school, reset the user's password or delete the user.

Change account settings x
User Role OcePa Financial Officer Read Only

© User
Schools Sarah's University 1, Sarah's University 2, Sarah's University 3, Sarah's

University 4, Sarah's University 5

Update Reset Password




2.0Certification/Recertification Application
To start or continue working on the Certification/Recertification application, the school user will click
on the School Name under Name in the School tab.

2.1 Navigation

Once in the school's profile, the user will be redirected to the Instructions page. While on the
instruction page, the user can click the steps and the appropriate accordion will open up. The user
can close the accordion by clicking on the accordion name.

* STATE COUNCIL OF HIGHER P o et S A Lot
EDUCATION FOR VIRGINIA ( Proposed) Sarah's Usiversity-Fredericksburg

PPE Portal
Now Comicmson As St ssog Sew Satot oy
Jraa e mem o wees ey mh - et o
Dwrras wrd Zet s VRO AD 1T o s | lwtan gty P e et e

To navigate to other sections, the school will use the left-hand navigation.

2.1.1 Left-Hand Navigation
The left-hand navigation panel allows users to navigate through the portal in sequential and non-
sequential order. It will also show the user a high-level overview of the certification and recertification
application process. Arrows located on the left indicate the step has multiple sections. Indentation
represents that the step is part of the above section.

Instructions

@ Intent to Operate

General Information

Accreditation

Proposal



Note - the left-hand navigation will change when the school has received certification.

The left-hand navigation can be minimized to allow for more room on the screen. To minimize the
navigation, click on the arrows on the left side.

PPE Portal

New Certification
Instructions
(D Intent to Operate «
@ Name Acknowledgement ¢

(©® Certification Application ¢

Full Certification

2.1.2 Navigating to Landing Page
The user can navigate back to the landing page by clicking on the SCHEV logo, home icon or the user
name at the top of the page.

¥ ) STATE COUNCIL OF HIGHER
™ # EDUCATION FOR VIRGINIA

2.1.2.1 Status/Action Log

The status section will appear on the application after the Intent to Operate has been submitted. The
status section will show the school user's a history of the latest certification including year. To
change the certification year, click on Certification from the home page, then select a specific year.

To view the change history, click on the Details button.

Status information for selected/ lastest certification.

2019 Intent to Operate Intent to Operate approved sch.sarah 7/22/2019 3:14:55 PM P Notes
2019 Name Acknowledgement Name Acknowledgement approved sch.sarah 7/22/2019 4:15:56 PM I Notes




2.2 Coloring, badges, and icons

The PPE Portal includes color coded icons show SCHEV and school users a quick snapshot of the
current certification step. During initial certification, the color-coded icon will appear on the top status
bar. During initial certification and recertification, the left-hand navigation will use color-coded icons.

.4 STATE COUNCIL OF HIGHER Welcome Test.smcintosh Log off
.m 4 EDUCATION FOR VIRGINIA Strayer University - Alexandria

@Iment to operate )) @ Name Acknowledgement )) @ Certification Application »)
New School Instructions

PPE Portal

New Certification
Status
Instructions
(© Intent to Operate ‘
@ Name Acknowledgement ¢
(3) Certification Application ¢
Full Certification

Color/Icon Meaning

School has submitted an item or step to SCHEV for review.

SCHEV has reviewed the item or section and it has been approved.

SCHEV has reviewed the item or section and it has been rejected.

SCHEV has reviewed the item or section, but more information is needed from the
school.

[©]

2.3 Working on the Application
The School user will fill out the Certification and/or Recertification Application using the PPE Portal.



2.3.1 Collapsing and Expanding the Sections
Once in the school's profile, the user can click Collapse All to show all sections on the page.

General Information «

Accreditation (Required) «

The user can click Expand All or click on the section head to see the section(s).

Intent to Operate

Gerersl nformation '

Progosed Scnool Nave
N Bt For B

Pngionas Locaton ot Shool For nbrmmatin S sons. pease Chch on Te Mg ©on |
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2.3.2 Help Icons

Different sections will have Help Icons which will give more information to the user when filling out
the application. To view the Help Icons, click on the Question Mark Icon (*?") in the title row of each
section.

Categorization «

Once clicked, the popup with the Help Text will appear on the screen.
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2.3.3 Saving the Certification Application
The School user, with the appropriate permissions, can save the application at any time, by clicking
Save located at the bottom of the page. Note - Not all school users are able to save changes.

Expand All

General Information «

Categorization « a
Accreditation (Required) «




2.3.4 Filling out the Certification Application
The School user will fill out the certification with text, drop-down boxes, check boxes, radio buttons,
or by uploading documents. Note - not all users are able to save changes.

2.3.4.1 Text Boxes

Text boxes allow the schools to type in information. Note - the types of characters allowed in a text
box are dependent on the text box. For example, phone number text boxes do not allow for letters to
be entered.

Proposed School Name New School 101

2.3.4.2 Drop-Down Boxes

Drop-down boxes allow the user to select an option from a drop-down list. Drop-down boxes are
indicated by the arrows at the end of the entry field. Once the item is clicked, a drop-down list will
appear and will allow the user to make a selection.

Current Mailing Address Street Address 123 N. Main Street
City Richmond
State Virginia : Zip 1mm
Select ...
State v Virginia
Alabama
Alaska

2.3.4.3 Radio Buttons
Radio buttons allow the user to select one option from a list.

Institution Type All out-of-state institutions must be currently accredited to complete this application
In State, Degree In State, Non Degree Out of State, Degree
Out of State, Non Degree Out of State, Public



2.3.4.4 Check Boxes
Check boxes allow the user to select multiple options from a list. The user will click on the items to
select and unselect.

Credentials to be Offered © Certificate © Diploma ¥ Associate
|¥|Baccalaureate Masters () Doctoral

2.3.4.5 Uploading Documents
Some fields require the school to upload documentation. To upload a document, click the Upload

button. A popup to attach a document will appear on the screen. Note- all users are able to upload
documents.

Provide anticipated student learning outcomes. (Include a statement demonstrating that the proposed program is
consistent with the institution’s stated purpose.)

Only PDF files allowed. Once uploaded, files(s) will appear here.

Once the document is uploaded the file will appear on the screen with a successful save message. To
view the file, click on View. To delete the document, click on Delete. Note - not all users are able to
delete uploads.

Provide anticipated student leaming outcomes, (Include a statement demonstrating that the proposed program is
consistent with the institution’s stated purpose.)

Texting POF (11KB) Delete

Your documents have been saved.

2.3.4.6 Downloading Documents to Sign
Some sections of the Certification and Recertification application require a wet signature. Areas that

require a signature are represented by an edit icon. Note - not all users are able to download
documents.



Background Check
Once the form is completed, please have the President and/or CEO sign, print, scan, and upload a digital version of
the form with their signature. Personally identifiable information will be securely encrypted.

Only PDF files allowed. Once uploaded, files(s) will appear here.

=

Once the edit icon is clicked, the information will appear as a popup on the screen.

Background Check

Full Name

Tive First Last MATe St
|, 3 Hunter Thompson Aan

Avornate Frst Name AvornateMadon Name

Personally identfable informaton (Securely Eacrypted)
Socke Securty Number Owde of Bth

Cusrent Residental Address
Sveel Address
7202 Branico Dr Ste 200

!
§lf
:

i
L
5

Prone Number Extension Emad
(540) 3558171 123 huntersthompson@books. com

The school user will fill out the required information on the screen, then click download to sign. The

document is downloaded as a PDF file and when clicked, the completed form (as a PDF file) will open

in a new tah.




a  BackgroundCh...pdf ~

e e g %)) STATE COUNCIL OF HIGHER [ (2 321

Rickemrad, Vogiaa 21319 '/ EDUCATION FOR VIRGINIA [0 077500

Background Check Profile Form

Full Name: | Butler Kyle st | or
Lot First Midche

Allernate First Name: I

]mmm; I

Full Social
Security Number | 111111111

Date of Birth:

01/01/1980

Phone #: | (804) 555-5555- 123

| E-mail Address:  sarah mcntosh@egov.com

Richmond, VA-23220-4214

Current Residential Address : 119 W Broad St Ste 100

1 certfy that the foregoing statements are frue and comect. | do hereby agree. consent and divect !hat any person o entity maintaining information in
any form relating 1o my criminal history shall release all such information upon request of the State Coundll of Mgher Education for Vingina. | do
Rareby agree and parmit the State Councl of Higher Education for Virginia 10 obtain from any penon or entity information relating 10 my personal
Background, reputation, and character, and do herely expressly droct That any such pernon or anity releass such information upon the request of the
State Councll of Higher Education for Virginia, its agents or reprasentatives, and sny person o enity 50 furnishing information fom any and sl

labaty of every hind arisng P!

Signature of Appls

After the document is signed, the school user will upload the document to the appropriate section.

Note - Some uploaded documents have restrictions that prevent other users from being able to view

the document (e.g. Background Check document is only viewable by school admins)




2.3.4.7 Adding information on screen or as a popup

Some sections allow the user to add information as a popup on the screen (e.g. Courses). To add
information, click on the Add New button and the screen will expand, showing more text input boxes.
To add or save information, the user will select Add.

l K Add New Course

Nuwosr 1T Tme 1 Hours

Number Title Hours

The user can enter information, close without saving, save/add the information, or edit the
information at a later point in time.

2.3.4.8 Editing or Deleting Information on Screen

Once information is added on screen the user is able to edit and delete the information. To Edit or
Delete, the user will need to select Edit or Delete.

K Add SOC code reference

Cooe It Tme It

11-1031 Legislators Edit | Delete

If Edit is selected, the user will update information and select Save. If Delete is selected, the user will
be asked to confirm the action, then the information will be removed from the table.

2.3.4.9 Type in Drop Down Box
Some sections of the application allow the users to begin typing in a drop-down box to filter options.



Accreditation Agency (If applicable)
Begin typing for a full list of accreditation Agencies. v

Accrediting Commission of Career Schools and Colleges (ACCSC)

Accrediting Council for Continuing Education and Training (ACCET)

Accrediting Council for Independent Colleges and Schools (ACICS)

Association of Advanced Rabbinical and Talmudic Schools, Accreditation Commission
~ Association of Institutions of Jewish Studies

Council on Occupational Education (COE)

Distance Education Accrediting Commission (DEAC)

- Higher Leaming Commission (HLC)

Middle States Commission on Higher Education
l Middle States Commission on Secondary Schools

As the user types, the list will automatically filter. Once the option is identified, the user is able to click
on the appropriate option.

Accreditation Agency (If applicable) Actual /Antic
 Accrediting -
Accrediting Commission of Career Schools and Colleges (ACCSC)
Accrediting Council for Continuing Education and Training (ACCET)
Accrediting Council for Independent Colleges and Schools (ACICS)
Distance Education Accrediting Commission (DEAC)
" National Accrediting Commission of Career Arts and Sciences, Inc. (NACCAS)
Waestern Association of Schools and Colleges, Accrediting Commission for Community and Junior Colleges
- Western Association of Schools and Colleges, Accrediting Commission for Schools

2.3.4.10 Viewing links

There are informational links throughout the application. The links will follow the typical link format,
being blue and unlined. To view the link, the user will click on it and the application will direct the user
to the appropriate webpage.



CIP Code

According to the US Department of Education, the Classification of Instructional Programs (CIP) provides a taxonomic scheme
that supports the accurate tracking and reporting of fields of study and program completions activity. A full listing of all CIP
codes is available here.

Begin typing for a list of CIP codes W

2.3.5 Submitting the section
If the School user is ready to submit the application, the user will click on Submit to SCHEV at the
bottom of the screen. Note - not all users are able to submit sections to SCHEV.

Expand All
General Information «
Categorization «
Accreditation (Required) «

——

If a section is submitted to SCHEV before all fields are completed, the user will get an error message
at the top of the page that states which sections are incomplete. Note - each page will have
different mandatory field requirements.

Please provide following information before submitting inforation to SCHEV
Accreditation Information

Proposal Documentation

Once the required information is entered and the application is submitted to SCHEV, the user will get
the following message saying the section was submitted successfully.

Post Status

Intent to operate submtted
successiully.




The status of the school will change, and the item will appear in the SCHEV work queue to be
reviewed.

Keyword Search
Q

NAME STATUS

2.3.6 Locked Application

Once a section of the Certification or Recertification application has been submitted to SCHEV for
review, that section is locked and cannot be edited. The only time a user can edit a previous section
is when the status of the school is changed to Need More Information by a SCHEV admin user.

2.4 Certification and Recertification Steps

The initial certification is divided into four parts, Intent to Operate, Name Acknowledgement,
Certification Application, and Full Certification. The school user will begin the application with the
Intent to Operate. Once the Intent to Operate has been submitted to SCHEV for review the school
cannot submit other sections of the application until the Intent to Operate has been approved.
However, the school can work on and save other sections of the application. Once the Intent to
Operate has been approved, the school can work on and submit the Name Acknowledgement section.
Note - once a section is approved by SCHEV, the information is locked and is unable to be edited by
the school.

After the school is fully certified, the school will need to go through a yearly Recertification cycle.
Recertification is divided into multiple sections, but all sections are submitted to SCHEV at the same
time. The sections include, General Information, Instructional Locations, Programs/Courses, School
Personne, Financial Information, Enrollment/Graduation Data, Supporting Documents and
Checklist.

The school user will receive an email notification about their upcoming Recertification cycle. Once
logged back in the application, the school(s) currently in the recertification cycle will have a
recertification badge next to the school name.



2.4.1 Intent to Operate

The Intent to Operate is the first part of the certification application and comprised of the Coversheet
and the Proposal Upload section. The Coversheet will ask basic information about the proposed
school and the Proposal section will require the school users to upload a number of documents.

The School users will follow the steps outlined in Section 2.3.2 Filling out the Certification
Application.

2.4.2 Name Acknowledgement
The Name Acknowledgement section of the certification application will carry over some basic
information submitted by the school from the Intent to Operate section.

To submit the Name Acknowledgement, the school will have to make an online payment. The school
admin can either click, Submit to SCHEV and be taken to the checkout process, outlined below in
Section 24.2.1 Checkout Process. or the school user can select Mark Ready for Pay.

2.4.2.1 Mark Ready for Pay
Selecting Mark Ready for Pay will allow a Financial Officer user to pay for the submission.

Once the Name Acknowledgement section is ready to be paid for or a new item is ready to be paid
for, the user would select the item that needs to be submitted and select Mark ready for pay.

I:] New Progra Certificate Face to Face Edit | Delete

Please carefully review your submission before clicking the Pay and Submit to SCHEV button. Once you submit this information, you will not be able to make
any changes or edits unless asked to do so by SCHEV. SCHEV has 30 days to review your submission and provide a response.

Mark Ready to Pay Pay and Submit to SCHEV

The user will see a success message when the item has been successfully marked for payment.

Results

Changes marked ready for payment.

Close




The Financial Officer user will have to sign into the application, click on the school name, and select
Pay for pending changes. Once selected, the user will be directed to the checkout process, outlined
in Section 2.41.2 Checkout Process.

Pending Payments I
B E T 3

Below s a st of of all currently ready to submit changes Marked for payment by an Admin
Keyword Search
Q Search O Clear
« Program/Course Change  New Program (New Program) $100.00 Sarah_School Adsi 31772020 8.17:48 PM
n
2.4.2.2 Checkout Process

Unlike the Intent to Operate section, this section of the application requires payment to SCHEV before
submission. Once the School Administrator or Financial Officer selects Pay, the system will redirect
the user to the checkout pay to submit payment.
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The user will enter in Customer Information and Payment Information, then select Submit Payment.

Payment Type v
Credit Card
Customer Information v
Eoe
Address Phone
Sarah Mcintosh 540355677
Vi
119 W Broac Street
Richmond, VA 23230
Country Emall Address
United States
Payment Info v
Eat
Credit Card Name on Credit Card
Visa ****1111 Sarah Mcintosh

Exp. 0672022




After the payment has gone through, the receipt will appear on the screen and will be emailed.

Payment Receipt Confirmation

Your payment was successiully processed.

Transaction Summary

Descrigtion

el Aot Pt
Customer Information
Cuntomrar Narre Sarw Worrosh
Compary Name w
Local Asterence 10 S190TR215544000
Payment Info
Payment Type Croct Cae
Croct Cand Type visa
Billing Information
Ritrg Adcress 115 W Broad Soeet
Ditng Cry. State Pichmond, WA
DM Vostal Code o0
Covry s

RAeceot Dare
Recept Time

Crecit Card Number
Order 10
Name on Creon Card

Ao
Q40054 PV EDT

HACSHE 771

0
$30 X

Note -The Name Acknowledgement section is not submitted to SCHEV until the payment has been
submitted and marked as successful. If the payment is unsuccessful, the section will not be

submitted to SCHEV.




The user will click Continue to return to the application. Upon returning to the application, the user
will be notified that the Name Acknowledgement has been successfully submitted to SCHEV.

Results

Name acxnowledgement submitted
successfully.

2.4.3 Certification/Recertification Application

There are a number of sections that need to be completed during the Certification Application step
before submitting to SCHEV. The information under this section requires the school to enter new
information and verify previously submitting information that has been carried over from previous
steps.

A number of the sections in Initial Certification are carried over to the Recertification Application.
During recertifications, the schools are able to edit some General Information and add, modify and
delete Programs/Course, School Personnel, and Instructional Locations.

2.4.3.1 Legal Tab

Part of the Initial Certification, the Legal tab displays some information from previous sections and
requires the school to enter and upload additional information. The previously entered information is
not editable on this screen (e.g. School Organization, School Ownership and Main Campus
Location).



Legal Information

Legal Name of School Owners (Conporade or other) Fedoral Yax 1D#
University 101 - LLC 123455678
School Organtzation

Your appication indicatos 1haf you a0 appying &3 & (Ploase make your choice on intevy 10 Operate-Covevshoot) entty.
Provide documontation % verlly Propriotary / Non-Profit designation

Upioad
Texting PDF (11KB) View | Delote

School Ownership
Your appication indicafes thal you are applying as a (Ploase make your cholce on interyt fo Operate-Covevshoot)
Provide documentation 1 verlly ownership type

Upioad
- Yoxting POF (11K8B) View | Delote

Campus Designation

in State

Date Insthution was chartered or authorized to transact business in Virgina
010172019

Copy of most cumment Virginia State Corporation Commission approval notification

Lioad
- Texting PDF (11XB) View | Delote

2.4.3.2 Programs/Courses

During Initial Certification, the school user can add Programs and create Courses. Schools are able to
create, modify, and delete Programs and/or Course during or outside of recertification. Note - Course
are tied to Program. Courses cannot exist outside of Programs.

The Programs tab will show a list of Programs associated with that school. From the Programs tab,
the user can Add, Edit or Delete Programs, as well as enter estimated annual enrollment for all
Programs.

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



Schools must provide SCHEV with a complete list of programs that will be offered; the appropriate CIP code for each program; the credential awarded (e.9.
cCortifcate or degree). the number of credt hours required 10 phete progr and any ¢ Y SUPpOring documents,
To create a new program, please click on "Add New Program®. You can also edit or delete programs and courses by ciicking the "Edt” bution.

Test Associate Face 10 Face Ecit | Delato

Estimated Annual Enroliment Estimate an annual enroliment number for all students participating in above programs,
°

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.

2.4.3.2.2 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.

Program Breakdown by Course ~

To create a new course, please ciick on the "Add New Course”,
You can also odit or delete existing courses.

[Emnamuf-ommeoml




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.

Schools must provide SCHEV with a complate st of programs that will be clfered. the appropriate CIP code for each program; the credential awarded (0.9
certificate or degree); the number of credit howr's required %0 compiete program; and any necessary supporting documents
To create a new program, please ciick on "Add New Program”. You can also edit or delete programs and courses by chcking the "Ede” bution

B Ass New Program

Keyword Search

Q C Cloar

Nase 11 Crecenmas Toe 1T Prosaas Fossar 11

Accounting Associate of Appled Arts Face o Face mit

Pre CPA Study Program Diploma Face o Face Edn | Dolete
Estimated Anawual Enroll " Estimate an annusl enroliment number for 8l students prticinating in above programs

0

2.4.3.2.3 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.

Name 1T CrepentiaL Tyee I1 Procram Formar 1

Accounting Associate of Applied Arts Face to Face Delete

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.

2.4.3.2.4 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.



To create a new course, please click on the "Add New Course”,
You can aiso edit or delete existing courses

(4 Add New Course

Nuwnen Tme Houns Tyee or Houn

101 Nursing 3 OClock 3 Delete

2.4.3.2.5 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.

Program Breakdown by Course ~

To create a new course, please dick on the “Add New Course®.
You can also edit or delele existing courses.

B Acd New Course

Nowoen 11 Tme It Houss

101 Course 1 3 r::-
102 Course 2 3 Edit | Dolete
103 Course 3 3 Edit | Delete

Entered courses fulSll S out of 9 hours

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

Remove Course from school x

Are you sure you want to remove this course from current program?

Course Name: Course 1
Course Number: 101

Hours: 3 Hours




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

Program Breakdown by Course ~

Yo create a new course, please chck on the *Add New Course”
You can also edit or delete existing courses

B A New Course

Nuwsen It Tme It Houms
102 Course 2 3 Ed# | Dolets
103 Course 3 3 Edn | Delety

Entered courses Al 6 out of 9 howrs

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.

2.4.3.2.6 Deleting a Program
To delete a program before the certification application has been submitted, the school user will click

Delete.

Nawe 1T Creoovma Tee 11 Procass Fossur 1T
Programming Censficate Hybrid Edt | Dolet
Program 2 Edt {Dosete]
Massage Theory Diploma Hybrid Edit | D¢

Estimated Annusl Enrollenent Estmate an anrwal enrcliment number for all students participating in above programs.

0

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.



Remove program from school x

Are you sure you want 1o remove this program from school?

Program Name: Programming

Total Hours: 25

Total Cost:  1000.00

Credential Type Certificate

Program Format Hybrid
Proposed/Actual Start Date 2/10/2020

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.

2.4.3.3 School Personnel
During Initial Certification, the school user can add School Personnel. Schools are able to create,
modify, and delete Personnel during or outside of recertification.

The Personnel tab will show a list of Personnel associated with that school. From the Personnel tab,
the user can Add. Edit or Delete Personnel

Note - The section might have personnel listed already from the Name Acknowledgement section
(Primary Contact or CEO/President) . Review section 2.4.2.4.2 Editing or Deleting School Personnel
to add information on existing Personnel.

2.4.3.3.1 Adding New Personnel
To add a new Personnel, the school user would click Add New Personnel.

Keyword Search
Q C Cloar
Nawe T Roue(s) 11 Jos Tme Is Prosany Contact
Thomas Peterson MODIFIED President Edit | De
Kyle Butier MODIFIED CEO/President President Edit | Dolete
James u.mmm Admin Instructor Edit | De

u-uoxnep.m Droctor Chie! Deputy Director Edit | Dolete



The school user would fill in and upload all required documentation for the Personnel.

Note - depending on the school type (e.g. Degree Granting, Non-Degree Granting) the school user
would have a different Categorization options to choose from.

Note - depending on the which Categorization the school user chooses (Owner, CEO/President, Board
Member, etc) the school user would have different Verification of Qualifications and might have to
complete a Background check.

General Information «
Categorization «

Select role/s the personnel Sils &t school
Owner (Administrator, owner, controling sharehoider, or member of the institfution's governing board)
CEOV President (The Acknowledgement of Prior Postsecondary Involverment required)
Board Member (Boards must collectively cemonstrate Snancial, academic, managerial, and any NOCessary specialzed knowledge)
Senior Admin (Chiel Executve OfMcar, Presicent, Chancelior, Dean, Provost or Owner)
Admin (Campus Director, Financial Ald administrasce, Admissions Director, Registras, Director of Student Services, eic)
Faculty Member

Education «
Certifications & Licences «

Work Experience ¢«

Verification of Qualification +

Baccalaureate degree from an accredited College or University (Amach copy of offcal transcript) a
One Year of experience in administration or institutonal management. (Attach Resume)
Exception due %0 scholarly achievement andior demonstrated competency (Amach justifcation lemer)

2.4.3.3.2 Uploading Documents in a New School Personnel’s Profile
Some sections of the New Personnel page require the Personnel page to be saved before adding
information (e.g. Education, Certification, and Work Experience).



New Personnel

Collapse All

General Information «

|§

To 80d ecducation information, please chck on "Add Education”
You can also edit or delete Education informasion

Sowoow ATTenoeo Eamao Srvov Dares Arresoeo Gasgusreo

Certifications & Licenses ~

To recoed addtional certiScations, please cick on “Add Certificaton”
You can also edit or delete certifcation informaton

B A Certricaton

Work Experience «

|
%
|

TO 803 work @xpanances, ploase cick on the "Add Experance”
You can also edit or delete experence INformation for associate

Ewrioven Joo Tmue Dumanon PosTseconoany Exremence

Supporting Documentation «

m S"'

Once the profile is saved, the user can input required information. These sections work similarly to
Section 2.3.2.7 Adding information on screen where a popup will appear on the screen and the user
will input information and select Save.

When information is entered into the Personnel's profile such as work experience, certification, and
education, the user can edit or delete the information by clicking on the appropriate Edit or Delete
links.



To 8dd oducation nformation, ploase chick on "Add Education”
You can also edit or delete Education information.

Carownay Mauson Amea or

Scwoow Arreson Eamac Srvov Dares Arronces Gracuareo
UCLA BsS Govermmant Jan- 1005 v
10 Jan -1999

2.4.3.3.3 Editing or Deleting School Personnel
The Edit link will allow the school users to edit existing Personnel. To edit the Personnel, click the Edit
icon, enter all required information, then hit Save.

To delete a Personnel, click on the Delete link. Note - The school user can delete Personnel without
charges before the Certification Application is approved by SCHEV.

B Add New Persornel

Keyword Search

Q o Clon
N 11 Rous(s) 11 Jou Trns Is Pressasey Cowtact
Thomas Peterson MODIFIED President v Et
Kyle Butier MOOWFIED CEOPresident President Ecit | Delete
Jomowm Admin Instructor Edt | Delote
Lestie Knope [T57] Diroctor Chief Deputy Diroctor Edit | Delete
Joshua Tree (3] CEQPresident Acoourtant Ecit | Delete

Note: Editing or Deleting a Personnel outside of initial certification will follow the same process,
however, after initial certification or between recertification cycles, users will have to submit each
Personnel change to SCHEV for review. See section AC 4.0.8.1 Submitted Personnel Change to
SCHEV for additional details.

2.4.3.4 Locations Tab

The School will not be able to add an Instructional Location during initial certification. After initial
certification or during recertification, the Locations tab will appear and allow the school to manage
Instructional Locations. Note - the school will not need to add in Location information for the main
campus.



2.4.3.4.1 Adding a New Instructional Location
To add a new location, the user will click on the Add New Instructional Location button.

K Add New Instructional Location |

Keyword Search

Q Search O Clear

Nl Prauary Cowmact 1T Srarus T

The system will redirect the user to the Add New Instructional Location page. The school user will
fill out information for the new site. Note - The user is only able to add existing courses to the New
Instructional Location.

New Instructional Location Ouick Links
| |

Collapse All

Instructional Location Name

Street Address
Cy State Zp
Select ®
Phone Ext Fax
Solect Primary Contact
Jory Sman(Vice President) :

Notec i e contact doss Nt exist in e It abowe:. pleane create Hem under School Personnel section has

Seloct the existing coursels) That you will leach st this instructional locason

Locanon Naws Couwnse Nawe

H
3

N Back 0 Lst




2.4.3.4.2 Selecting a Primary Contact
The user will need to assign a Primary Contact to the new Instructional Location. To assign a Primary
Contact, the user will click on the dropdown box and select a Primary Contact.

Select Primary Contact
Joey Smith(Vice President) 4

Note: If the contact does not exist in the list above; please create them under 'School Personnel' section

If the Primary Contact is new, they will not appear in the dropdown list. To add a Primary Contact, the
user must add a new Personnel. To add the new Personnel, the user can click on the link in under
Primary Contact.

2.4.3.4.3 Adding a Course
To add a course, click the Link Course to Site button.

Seloct the existing courseds) that you will teach at this instructonal location

& Link Course 10 site

Locanon Naus Counss Nuws
x
Location Name Course
Mall Location Select : I

The Course section will expand, allowing the user to select a course from a drop-down list.



Select the existing course(s) that you will teach at this instructional locasion
Locamon Nawe Course Nawe
x
Location Name Cowse
Mall Location v Select... :
Course 1
Course 2
Course 3
Course 4

Once the course is selected, the school user will hit Save, and the course will successfully attach to
the Instructional Location and be listed under Courses.

Results

Course attached to selected location
successfully.

Close

2.4.3.4.4 Deleting a Course from a Location

To delete a course before the Instructional Location has been submitted to SCHEV. the school user
will click on the Delete link.

Location Name Course NAME

Mall Location Course 3

Once the user selects Delete a confirmation popup will appear on the screen. If Delete is selected, the
course will be removed from the Instructional Location. Note - this does not delete the course.



Detatch course from site X

Are you sure you want to remove this program from current location?
Site Name: Mall Location

Course Name Course 3

=

Once Delete is clicked the user will get a successful message on the screen and the Course will be
removed from the Course table.

Results

Course-Location connection deleted
successfully.

Close

Note - Deleting or Editing a Course modifies the Instructional Location. If a course is Deleted or
Modified outside of recertification or between recertification cycles, the user will need to submit each
Location Modification to SCHEV. See section AC 4.0.2 Submitting a Modified Location to SCHEV for
additional detalls.

2.4.3.4.5 Editing an Instructional Location

To edit an Instructional Location before the Instructional Location has been submitted to SCHEV, the
school user will click on Edit, make any adjustments to the Instructional Location, then click Save on
the Modify Location Screen.



Open
New Location Name |4 Gerald Yagen Open Edit | Report Closure

Note: Editing an Instructional Location outside of recertification will follow the same process,
however, after recertification users will have to submit each Instructional Location change to SCHEV
for review. See section AC 4.0.2 Submitting a Modified Location to SCHEV for additional details.

2.4.3.4.6 Deleting an Instructional Location
To delete an Instructional Location before the Instructional Location has been submitted to SCHEV,
the school user will click on the Report Closure link.

Koyword Search
Q Search < Cloar

New location for Test item 121 104 Jooy Smeh Open £ I[Report Gosure)
~ Mall Location L13 Jooy Smith Open Edit | Report Closure

Once Report Closure has been selected a confirmation popup will appear on the screen.

Report Instructional Location Closure x

Are you sure you want to delete this instructional location?
Name: New location for Test Item 121

Reoprt Closure

After Report Closure is confirmed, the Instructional Location will be removed from the Instructional
Location list.



Note: Deleting an Instructional Location outside of recertification will follow the same process,
however, after recertification users will have to submit each Instructional Location change to SCHEV
for review. See section AC 4.0.2 Submitting a Modified Location to SCHEV for additional details.

2.4.3.5 Financial Section
The financial section is part of initial certification as well as recertification.

2.4.3.5.1 Projected Budget

During initial certification, every school will have to fill out a Projected Budget. The school user is able
to type in amounts, formatting will be applied, and the user can tab or use their mouse to navigate
between input lines.

Projected Budget ~
Yean Yean 1 Yo 2 Yon 3
Income
Gross Tulson Income
Book/Equipment Sales

Maceilaneous Fees

Net Income

Comte amd Exnamenn

However, depending on the school type (existing, new, in-state, out-of-state, etc), the user will see
either a Financial Statement Upload section and listed surety requirements, Surety Requirement, or
Financial Statement Upload and Surety Instrument calculator. A breakdown is below:
e Qut-of-State Existing Schools (Degree and Non-Degree) - Financial Statement Upload and Surety
Requirement Amount
e New to SCHEV Non-Degree - Financial Statement Upload and Surety Instrument Calculator
e New School in State (Degree and Non-Degree) - Surety Requirement

2.4.3.5.2 Surety Instrument Calculator
Depending on the type of school the user needs to fill out the Surety Instrument Calculator during
initial certification and when the Surety is needing to be renewed.

The user would input values and the system would calculate the Total Surety Required.



Projected Enroliment {max

Surety Instrument Calculator ~

Yotal Student
no. per term) $ Tuition/Fees (per student) TutionFess
50 X $ 15,000.00 ® $ 750,000.00

No. Students with $ Scholarship (average

Scholarships amount) Total Scholarship
s X $ 10.000.00 . $ 50,000 00

Stwdernts paying $ Tulon per No. of Partisl

partial tuition et Payments Total partiad payment kabdity
7 « $15,000.00 + 4 = $26.25000

Total Student Total Tota parsal

Foes Scholarship payment labilty Total Surety Required

$ 750,000.00 $ 50,000.00 - $2625%000 = $ 67375000

2.4.3.5.3 Surety Waiver

Some schools may be eligible to apply for a surety waiver. To apply for the waiver, the school would
simply need to select and submit the decision to SCHEV.

Note - The SCHEV financial user could reject the waiver and the school user would need to come
back and fill out the Surety Instrument Calculator and fill in Surety Instrument information.

Your school is elgidie 10 apply for & surety waiver. Do you want 10 apply at this time?
O Yes
No

Surety Instruments «

Ploase carefully review your submission belore cicking he Submit 10 SCHEV buttion. Once you subenit this information, you will not be able % make any
<changes O odits uniess asknd 10 do 50 by SCHEV. SCHEV has 30 days 10 review your Submission and provice a response

Back 0 Semmary Page n

Submit 1o SOHEY

2.4.3.6 Supporting Documentation

During Initial Certification and Recertification, the user will need to upload or update the appropriate
supporting documents.



Supporting Documentation Ousck Links

Expand A}

Provice samgle A0Wraement AVOUNCHment of other promatonal matenal that nchudes

o A vatement Mt T Councll 2as provisonaly canfiad e Naanson 10 oparate » Vgea
o The rmthton's compiote name & approved by SCHEY
o The acdress of T schools Vieginia sie

Reter 13 sarvgde a0V samat biv palane

- Only POF Ses allowed Once wicaded Nesls) wil appear here

Authortzation certificate(s) 1 Sleds) attached

Provide copies of the Yolliowing
o Snste Coporaton Covwmason Conticame. # roorporsied
o Centficate of Asaurned o Fcttious Name{obtarned rom he crout court cded’s office)
o Cument Dusrass LaorsalYom T Viapra K aily wihen ahech Tw raitton wil ogerate)
o Proof of State Authoraation Yom home state (f appicable)
o E3ence T ratason ik Speratng i gocd Randing o B Nome state
o Evidence B rolhuion ciosed In good standng 1 £ ever oporaiod n anciher slale

n Aoprowed Fnancak (V1) Veon | Docte

Curriculum «

Distance Education Amestation (¥ appicable) ¢

Enroliment Agreement ¢

Internship, Externship or Production Work Policy (f applicabie) ¢

Ubrary Rescurces Plan ¢

Powers, Duties and Responsibilties Policy «
Recrutment and Admissions Polcy ¢
School Catalog & Checklist ¢

States of Good Standing Report ¢

Student Handbook (If appiicable) ¢

TelocommunicationyDistance Education Policy (i appicable) ¢

Truthvin-Lending Agreement (If applicable) ¢

The school will be required to upload all documents unless the section is labeled, (if applicable).



To upload the document, the user will select Upload and select the appropriate PDF document file.
Once uploaded, the file name will appear, a save message will appear on the screen, and the total
number of attached files(s) will appear at the top of the accordion.

Advertising Material ~ 1 file(s) attached

Provide sample advertisamant, anncuncemant, or oiher promosonal malenal that inchades

« Astatoment that the Council has provisionally certifed the insStution 10 operate in Virginia
« The instiution's compiete name as approved by SCHEV
« The addross of the school's Virgina sive

Rafer 10 sample advertisement for guidancs

o

["'04,' documants have Deen saved ]

The user is able to view or delete the uploaded document by clicking on View or Delete.

2.4.3.6.1 Catalog Checklist in Supporting Documents
In the Supporting Documents section, the user is required to fill out and upload a Catalog Checklist. To
fill out the Catalog Checklist, the user will select Click here to complete the checklist

School Catalog & Checklist ~

Every school is required 10 make available 10 students and the pubiic a clear, accurate, and comprehaensive catalog,
bulletin, brochure, or electronic document. The school must peovide this document 10 prospective students before they sign
the enroliment agreement.

The school Catalog Checidist will assist each school in the development of a school catalog that will contain the required
dsclosures. The checklist should indicate the page number where the required information is found.

l(Jl-:k here 1o complete the checidist ]

Only POF tios allowod. Once upioaded, filos(s) will appear hor

Once the link is selected, the Catalog Checklist will appear on screen. The user is able to enter the
page number in the Catalog Checklist and save entered information.



Catalog Checklist x

In Virginia, each postsecondary school is required 1o provide or make avadable to students, prospective students, and other
interesied persons a clear, accurate, and comprehensive Catalog, Bulletin, Brochure, or Electronic Media. The school must provide
a Catalog, Bulletin, Brochure, or Electronic Media with all of the required disclosures before the prospective student signs the
enroliment agreement.

The information provided within School Catalog Checklist is 1o assist persons who will create a new Catalog, Bulletin, Brochure, or
Electronic Media. It is of necessity abbreviated at times. If there is any conflict between any language within this School Catalog
Checklist and the Code of Virgina or the Virginia Administrative Code (rules), then the rules will prevail,

The following School Catalog Checklist will assist each postsecondary school in the development of a school catalog, bulletin,
brochure, or electronic media that will contain the required disclosures. All postsecondary schools must submit a school catalog
accompanied by a completed checklist indicating the page number where the required information is found.

While the ftems below must be included in the calalog, institutions may use their discretion 1o include additional items they feel are
relevant 10 their own institutions.

Rederences 1o the Virginia Administrative Code have been provided for ease of reference to the requirements. Please DO NOT use
these references in the catalog. Required Information for all Catalogs, Bulletins, .

BVAC40-31-30 (A) Page
A school certified 1o operate by SCHEV must include in any print and electronic catalogs:

« Adear staterment that the State Council of Higher Education for Virginia has certified the school 1o
operate in Virginia, and
« The complete address of the main campus and all branch locations within Virginia

B8VAC40-31-30 (C)

A school with its main campus not located in Virginia must state in the print and electronic catalog
distriduted in Virginia that:

« Each course, diploma, or certificate program offered in Virginia is approved by the governing body of

Page

2.4.3.7 Certification/Recertification Checklist

During Initial Certification and Recertification, the School user will need to fill out the certification
checklist by clicking "Yes” to signify standards are met, select "No” to signify standards are not met. If
standards are not met, the school will use the text box on the left to state why standards are not
met.



Name of Institution Triangle Piedmont Regional Universtty - Richmond Campus

Name of President/CEQ
Read and understand e rogulation relenences belone anesting 10 whathar of not the school meets standard, Complance with the regulation relerences
below will be veriled when an audit is conducted. Pursuant 1o SVAC 40-31-200(0)(1-3), Sndings of non-complance can lead % conditional certification,

SUSPONSION OF TVOCATION Of the SChOOl's CHABCAI0 10 OPOrate '
RecuLanon Rereaence Meers Stanoano m R p——

Administrator Credentials ® Yos No

Admissions Policy Yos No

Advertising Requirements Yos No

Once the check list is completed, the school user will click, Download to Sign/Attest. The School user
will sign the document, then upload the attested document.

2.4.3.8 Enrollment/Graduation Data
During Recertification, the school will be required to enter Enroliment/Graduation Data. The school
user will be able to view previous data from the Recertification Summary screen.

Enroliment/Graduation Data

By Category: 166
By program: 0
Total graduated: 0
Placement within 6 months: 0
Placement within 12 months: 0

To begin working on the Enroliment/Graduation Data section of the Recertification Application, the
user will click Start by Category or Start by Program.

2.4.3.8.1 Enrollment/Graduation Data by Category

While in the Enrollment Information Section it is important to note that the only Category typel(s) that
will appear is based on what Credentials the school offers (currently under the Programs/Course
section). For example, if the school only offers Diplomas, the only Category type will be Diplomas.

To add or update Enrollment Information the user will click either Edit or Add.

Note - Add will only appear if the Category is new.

Note - any updates added, edited, or deleted enrollment information will automatically update the
Enrollment Information page and the Recertification Summary page.



Enroliment Information Ouuuml
— T —

7]
Keyword Search
Q Seasch < Clos
Oipioma 12 [E=t) Detote
Cermitcate [Aaq]

2.4.3.8.2 Adding/Editing Enrollment Information by Category
After the user selects Edit, they will be taken to the Enrollment Information page by Category where

they can Add New Enrollment Category, Edit existing Enroliment Category. or Delete existing
Enrollment Category.

; STATE COUNCIL OF HIGHER Wekome St School Admin  Log off
SIEDUCATION TOR VIRGINIA

Enroliment Information for Diploma Programs

2.4.3.8.3 Adding Enrollment Information by Category
If the user clicks Add New Enrollment Category, a popup will appear on the screen. The user is able
to use the radio buttons to select Gender and Enrollment type. As the user is selecting from the top

options (Gender and Enrollment type). the application will populate data that was previously
inputted.



Add New Enrollment Information *

Select both Gender and Enroliment Type before entering enroliment data for any category

Select Gender Sedact Enroliment Type
O Male Full-Time
Female © Part-Time
Finst-nnee Transren Conraunc
Enthnicity

Non-Resldent Alien

Race/Ethnicity Unknown

Hispanic of any Race 5 5 B
Amaerican Indian / Alaskan Native 1
Asian 1 2 2
Afican American 2

Native Hawaiin / Pacific Islander

The user can add new or edit existing enrollment data. As the user is adding or editing data, the
application will automatically total enroliment information.

Once the user is done adding or editing existing information, the user will select Save to save the
changes.

2.4.3.8.4 Editing Enrollment Information by Category

The user is able to edit existing enroliment information by selecting Edit. Once Edit is selected, input
boxes will appear on the screen. The user can select Cancel to close the edit boxes, select Delete to
delete enrollment information, or add/edit data, then hit Save to save changes.



2.4.3.8.5 Deleting Enrollment Information by Category
The user is able to delete enroliment information by selecting Delete. If the user selects Delete, a
popup message will appear on the screen asking for deletion confirmation.

Remove Enroliment Category from Certification x

Are you sure you want to delete Enroliment data for Full-Time, Race/Ethnicity Unknown, Male

students?

2.4.3.8.6 Enrollment Information by Program

Once on the Enrollment Information by Program page, the user will be able to enter enrollment data
by Program. Note - the application will automatically pull existing and new program information to this
screen.

Enroliment Information Ouick Links

2019 Structesl Engneering s 2 2 %
2019 Building - Entry Level 0 © 10 10
2019 Buiding - Intermediate

Laved
2019 Buiding - Senior Level
2019 PN
2009 CNA
2019 Nursing




The user will fill out all enroliment information then select Save to save all changes. The changes will
appear on the Recertification Summary screen.

2.4.3.9 Certification/Recertification Summary

During initial certification, the Summary will show a summary of the certification application with
appropriate Certification Application Fees at the top. If edits to the certification application need to be
made at this step, the school user can click Review/Edit and the user will be routed to the
appropriate page.

Certification Summary

General Information

School Name: Usiversity 101 - Virginia

Maiing Address: 119 W Beoad St . Richmond, VA- 232204214
Institution Type: In-State, Private, Vocational

School Organization:

FACCODE: 12384

Initial Certification Date: 0152009

Physical Locations

Site: Richmond, VA
Instructional Locations: 0

Programs & Courses

Programs: 4
o ° =
CEO Comtact Sarah Mcinosh (Presscent)
Primary Contact: Sarah Mcinmosh (President)
bob@gmad com
Total Personned: 1

Financial Stabily

Surety Amount: 25000.00
Surety Expiration: 1142020
Composite Score: NOT STARTED

i

Supporing Documaents

No of Uploaded Documents: 0

Checiast

Checidist has not boen stared yet

During Recertification, the school's information will appear on the Recertification Summary, with the
ability to Review/Edit information, or mark information as unchanged, by selecting the checkbox.



During Initial Certification and Recertification, the School user can submit the application to SCHEV or
Withdraw their application. Withdrawing the application will notify SCHEV that the school wishes to
withdraw from the Certification process. SCHEV can either accept or deny the withdrawal

If the user clicks Submit to SCHEV, the user will be redirected to the Checkout screen where the
user can review and submit payment. View Section 4.2.1.1 Checkout Process for more information.
The school user can also select Mark Ready for Pay and the Financial Officer will have the ability to
pay for the application. Note - the school has not submitted their certification application until the
payment has been processed.

2.4.4 Last steps to Initial Certification
RESERVED

2.4.5 CTO/Cover Letter for Approved Recertified Schools
Once the full Recertification application has been approved, the user will receive the CTO and Cover
Letter via email.

Ad Hoc Changes (AH)

3.0 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 Sc/oo/ Name under
Name in the School tab.

Schools

Keyword Search

Naws 1T Smrus I

Certified




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.

Certification Summary

General Information

School Name: AA Now School

Malling Address: 101 Main Street, Richmond, VA 23222
Institution Type: In-State, Private, Vocational

School Organization:

FACCOOE: 00000

Initial Certification Date: 0726/2019

ReviewEan

Physical Locasions

Site: Ashlang, VA
Instructional Locations:

o

Programs & Courses

| |

}

Review ¥ ot

School Personnel

CEO Contact: Jean Doe
Primary Contact: Jean Doe (Owrer)
jean®gmad com

Total Personned: !
Aeviewtan

Financial Stabiity

Surety Amount: 31600.00
Surety Expiration: 0706/2020
Composite Score: NOT STARTED

Supporting Documents

No of Uploaded Documents: 0 =

Note - only school admin users are able to Submit to SCHEV.

4.0 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.



Certification Summary Quick Links

Currently, we are between cersfication cycles; however, if you would ke 10 make an update 10 your school, please cick on a quick ink
telow

There might be Costs asSOCaed with ™he speciic changes
Make Edits to School Information

Modily Accreditaton Status

Change in Location

Change Name

Urdate Primary Cortact

Add New or Maraoe Exisiting She

Add New o Manage Exisiting School Pargonnel

Add New cr Manage Exisiting Program of Course

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

B Add New Instructional Location .
Keyword Search
Q Search C Clear
Nawe 11 Prmary Conmact 1T Smarus 1T
Mall Location Sarah Jones Open Report Closure

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.



Instructional Location Name
Mal Location

Street Address
119 W Broad St

Cuy State Zip

(804) 5757575 123 (B05) 7634786

Select Primary Contact
Sarsh Jones{Owner)

Note: I the contact Joas not exist In the Bt above: please create them under ‘School Persornel” secton here

Select the axisting coursa(s) that you will teach at this instructionsd location

Locancs Nawe Counse Nawe
Mal Locaton Course 1
Mal Locaton Course 2

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.



Nawe It Prssary Conmacr 11 Srars I

Mall Location MODIFIED Sarah Jones Open Edit | Repon Closur

Ploase carefully review your submission belore chcking ™he Pay and Submit to SCHEY bution. Once you submit Bhis information, you will not be able 10 make
any Changes Of ods unkess asked to do 50 by SCHEV. SCHEV has 30 days 10 review your SubmMISSIon and provide  1esponse

Mark Raady 1o Pay Pay and Suberit 1o SOMEY

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.

<> STATE COUNCIL OF HIGHER
m

EDUCATION FOR VIRGINIA

Transaction Detail Transaction Summary
PAYNMENT - VI School $100.00
8Ku Descripron Unit Price Quastity Ameum
TOTAL $100.00
PAYMENT - V1 School $100 .00 1 $100.00
Toea $10000
Need Help?
Meoase compiens e Customer Information Secton
Payment
Payment Type v
Credit Card
Customer Information
Compute 1 'equres Seds | *
Courtry

Unted S5tates

Frst Namo * Last Name *

Camann. Vama



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.

CIL OF HIGHER

‘OR VIRGINIA

Payment Receipt Confirmation

TOUr Dyt wid SUCORRARSY DrOCRESRS

Transaction Summary

Totw Aot Pag

Customer Information

Cuatomer Narme Sarsh Viormoeh
Compary Name Sarah Viormoeh
Local Reterence 1D SR0008 1 20540
Payment Info

Poymant Type Owck Care
Crece Cavc Type VA
Billing Information

Diirg Accrean 24 Forcal A
Dting Cry Searw Pchrone A
DPPosta Code povos

Conmery us

Recept Date
Pecept Time

Crecn Card Number

Name on Creon Ce

Pt &

Aot Cirtrmadom

Aot
$10000

$10000

TeNE
23735 AN EOT

QWAIEAD
S @ W reow

SANNSETT



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.

B Add New Instructional Location

Keyword Search
Q ' o Clear
Nave 11 Pruuany Cowtact 1T Smrus 11
New Test Localton James Doe Open

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.

Report Instructional Location Closure -

Are you sure you want 10 delete this instructional location?

Name: New Test Locaiton

Please Provide additional information below

Anticipated closing date Enrolled student count Where will the students be transfered?

Columbia College - Centreville s

L

Reason for closing

Signed Closure Notice

Print this page and upload a signed copy Download to Sign / Attest

Reoprt 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.



Keyword Search

Nawe It Prsary Conacr 1 Surus 11

New Test Loc.non James Doe Closure Notice Edit | Closure Dotals

Ploase carefully review your submission belore clicking the Pay and Submit 10 SCHEV bution, Once you submit this information, you will not be able 10 make
any changes or edits uniess asked 10 do so by SCHEV. SCHEV has 30 days %0 review your submission and provide a response

Mark Ready 10 Pay Pay and Subenit 10 SCHEY

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.

Collapse All

General Information «

Site Information ~

Street Address
119 West Broad Sreet

Ciy Stato Zp

(B04) 3454780 123 (080) 456. 7895 VI ler acive 00

CEO/President & Primary Contact ¢

Categorization «

Accreditation ¢



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

School Name
Virginia School - 101

Reason for Change

If the institution is seeking to use “university” or “college” in its name, please submit a detailed narrative rationale and
justification for review including documentation as necessary in support of the use of this term keeping in mind those specific
terms are reserved solely for degree-granting institutions.

Upload

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.

Select .
v Sally Mae (President)
Sarah Mcintosh
Create New Personnel as Primary Contact



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

Primary Contact Person

Sarah Mcintosh

o

Title First Last Middle Suffix
Ms - Sarah Mcintosh Elzabeth

Phone Ext Email Address
(B04) S86-8746 123 sarah. mcintosh @gmail.com

Chck here 10 chan g@ other detads for primary contact

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.

Primary Contact Person

Create New Personnel as Primary Contact

Title First Last Midaie Suftfix

“o

Phone Ext Emalil Address

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.
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Paula Massey Executive Director Edit | Delet
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Back 10 Summary Page

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.

B Acd New Persornel

Keyword Search
Q < Cloar
Nawe I Reuefs) 1T Jos Trme Is Py Conract
+ Sarah Jones m] CEQ/Prosidont Owner v Ecit |

Please carefully review your submission belore clcking ™he Submit %0 SCHEYV bution. Once you submit this information, you will not be able 10 make any
Changes Of 0dits UNkess Asked 10 dO 50 by SCHEV. SCHEV has 30 days 10 review your SUDMISSION and Drovice a responss

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.



Caesovma Tre I Procass Foar |1
Certficate Hyted Delete
Certficate Hybrid Edit | Delete

Ploase carefully review your Submission belore chcking ™ Submit 10 SCHEV bution, Once you submit this information, you will not De able 10 make any
changes or odits unless asked % do 50 by SCMEV. SCHEV has 30 days 10 review your submisson and provide a response

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.

Expand All

Program Title
Modical Biling
Note:

Program name must achere % the CIP taxonomy maintained by the National Center for Education Statistics.
Credential Type Proposed/Actual Start Projected Enroliment
Certificate » Date

Mode of Delivery
Face 1o Face
* Hybrid
Online

Does this new program conform to the school Prog tic A [ licable)
accreditaton? Begin typing for a list of programatic accreditors.
Yes
No
& NA

Actual/Anticipated Accreditation Date (If applicable)

CIP Code

According 10 the US Department of Education, the Classification of Instructional Programs (CIP) provides a
taxonomic scheme that supports the accurate tracking and reporting of iekis of study and program completions
activity. A full listing of all CIP codes s avallable hore.

§1.0714 - Medical Insurance SpecialistMedical Biller. v

Hours & Cost 4
Supporting Documents 4
Program Breakdown by Course 4

Standard Occupational Classification 4

Faculty & Certification Requirements 4

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.

s Add New Program
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