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Presenter
Presentation Notes
Welcome to the Certified Rehabilitation Counselor (CRC) How to.... Slide Deck and Video. The overall purpose of this video is to provide an overview of How to identify CRC-approved training, how to run TMS reports to identify CRC completed items and how to request CRC Continuing Education (CE) Verification Forms. Hence the title CRC How To...

https://web.microsoftstream.com/video/df159ced-c7e4-4b6c-922d-32ca4a289160


Objectives 

1. Access and identify CRC-approved training items from the VBA Learning Catalog
2. Run TMS Reports (Accreditation and Learning History) in CSV format and submit 

to the VR&E CRC CEU corporate mailbox
3. Access the CRCC portal and enter the approval numbers for CRC Continuing 

Education credit
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Our objectives for today’s video are the following as indicated on the slide:Access and identify CRC approved training items from the VBA Learning CatalogRun TMS Reports (Accreditation and Learning History) in csv format and submit to the VR&E CRC CEU corporate mailboxAccess the CRCC portal and enter the approval numbers for CRC Continuing Education credit



Access and identify CRC-approved training 
items from the VBA Learning Catalog
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First let’s explore how we can access and identify CRC-approved training items from the VBA Learning Catalog. 



VR&E Training Page Home - VR&E Training Website (va.gov)
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You can access the VR&E Training Team website by going to the following page. We would like to show you how to identify and locate CRC-approved items. First, we would go to the VR&E Training Website and on the left menu bar we would click on "VBA Learning Catalog“. This will take us to the VBA Learning Catalog website.Home - VR&E Training Website (va.gov)

http://vretraining.vba.va.gov/


VBA Learning Catalog VBA LC Course Catalog (vbatraining.org)
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Displayed on the screen now is the VBA Learning Catalog website. We will be using this site to identify all VBA CRC-approved training in the Talent Management System or TMS. Our next step is to hover over the Curriculum tab at the top menu ribbon to view the various VBA Business lines. VBA LC Course Catalog (vbatraining.org)

https://vba-tpi.vbatraining.org/lc/?AspxAutoDetectCookieSupport=1


Curriculum Course
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Now that we can see all of the VBA Business lines, lets go to the Veterans Readiness and Employment pod and select the CRC-Approved link.



CRC Approved Courses
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The next screen will show us a listing of the CRC approved items. As of the recording of this video there are 88 CRC approved items. You can also search by other categories as seen on the left-hand side of the page. You also can change the items per page if you like to increase or decrease the number of items shown on your monitor/computer screen. Each item also has deep link that will take you directly to the item in TMS, making it easier to log in and self-assign the course.



Run TMS Reports (Accreditation and 
Learning History) in CSV format and submit 

to the VR&E CRC CEU corporate mailbox
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Now that we have shown you how to identify CRC-approved courses via the VBA Learning Catalog, we will now provide an overview of the TMS Reports that can help us with CRC submissions.



TMS Learning History
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Once you’ve logged into TMS, you will see your “Learning,” select this tile.



TMS Learning
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Now, we would like to provide an overview of how to identify any TMS items that have been completed that contain an accreditation report and how to pull your learning history report for CRC CE verification form requests. Accreditation reports are used to identify the items that have been completed via TMS that already contain the CRC Verification Forms. This feature is important because the accreditation certificate can be printed or saved directly from TMS and the information can be uploaded and entered in the CRCC My CE Report Web Portal. To access these reports, we can navigate to the Learning Profile drop down. Then go to the Links pod and click on Reports.



Reports
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Now shown on the screen is the Reports page. Here we have the option of the types of reports a user can run. For the purpose of today's video, we will access the Accreditation Reports.  



Running Accreditation Transcript
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After clicking on the Accreditation Reports link, we are directed to the Run Accreditation Transcript parameters page. Here we want to ensure that we have indicated the Completed Date From and Completed Date To fields using the calendar picker. You can leave all other default selections as is. Then click the Run Report Button.  



Accreditation Transcript
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After clicking on the Run Report Button, the following report is displayed. You can use this report to identify the items that have an accreditation certificate attached. The accreditation certificate is also known as the CRC Verification Form. Now that you have identified the items that you have completed you can go into your TMS Learning History Pod. Save your Accreditation Report for future reference.  



Learning History Pod
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On the Learning History Pod, you can see the TMS items that you have completed. Go ahead and click View All. By clicking on View All we are going to view all these items and we are going to search for the items that were indicated on the Accreditation Report. 



Learning History
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When we locate one of the items, we will simply hover over the item and select View Details and we will be presented with the opportunity to print the Accreditation Certificate.



View Detail Page
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On the View Details Page, we click the button called Print Accreditation Certificate, the Accreditation Certificate also known as the CRC Verification Form will be generated. 



Approval Number

4
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After you click Print Accreditation Certificate, the report will run and should show a status of Succeeded. You will then be able to view the Accreditation Certificate/CRC Verification Form. Please notice the completion date and the Approval Number. This data will be needed when you are entering this item into your CRCC My CE Report Portal. Make sure that you save this form. NOTE: This form may indicate 0 clock hours, but CRCC has the correct number of CEs uploaded into their database. You can update this number manually on this form after entering the training into your CRCC My CE Report.



Reports
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Now we will show how to run a TMS Learning History Report to request Verification Forms for items that do not have an attached Accreditation Certificate. As seen on Slide Number 7, from your TMS Learning Page you will click on the Reports link.  From the reports page, click on the expandable chevron and select the Learning History Report csv link.  



Running Learning History
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After clicking on the Learning History csv link, we are directed to the Run Learning History (csv) parameters page. Here we want to ensure that we have indicated the Completed Date From and Completed Date To fields using the calendar picker. Under Report Type, select the Detail radio button. Then click the Run Report Button.  



TMS Learning History Report – CSV format
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After clicking the Run Report Button, TMS will process a report. Please save and open this report. The report will be in MS Excel comma separated value (csv) format as shown on the screen. We advise that you review this learning history report and highlight, or cell shade the items that you would like to submit for the processing and receipt of CRC Verification Forms. Note upon highlighting the items that you would like to submit, please remember to save this Excel Document as an Excel Workbook. By clicking on the Save as type and selecting the Excel Workbook option.



Submitting TMS History and 28-0521 

VR&E CRC CEU 
Corporate Mailbox

VA Form 28-0521

Microsoft Excel 
Learning History Report
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Our next step is to go to the VR&E Training Website - CRC Information- Resources and download and complete a VAF 28-0521. Upon completion of this form, submit the form and the MS Excel Learning History Report to The VR&E Service CEU Team will begin processing your request. Note, please submit these requests at least on a quarterly basis.

mailto:VRECEU.VBACO@va.gov
http://vretraining.vba.va.gov/Documents/VA-Form_28-0521_2013.doc


Access the CRCC portal and enter the 
approval numbers for CRC Continuing 

Education credit
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Finally, we will show you how to submit your CRC verification forms to the CRCC portal.  



CRCC Log In Login Required (crccertification.com)1
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Now, we will log into our CRCC portal to report the CE. First go to the CRC Connect Log in Site. From here you will enter your Username and Password and click the Login Button.  If you do not have a profile on the CRCC website, please click the Register Button and follow the prompts to complete registration. 

https://secure.crccertification.com/eweb/DynamicPage.aspx?WebCode=LoginRequired&expires=yes&Site=crcc


My Certifications and Renewals
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After logging in you will be taken to your CRC Profile page. Here you can view your Contact Details, Certifications and Renewals and additional CRCC Links. To see a dashboard of your continuing education requirements, go to the My Certifications and Renewals pod and click on CRC. 



Dashboard
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Now you are presented with Certification and Renewal Information to include tab options for you to return to the Dashboard, view the Renewal Checklist, Continuing Education Checklist and Exam Results. See our Continuing Education Report we will click on the Continuing Education Checklist tab. From your dashboard, click on the “Continuing Education Checklist” tab.



Continuing Education Checklist
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After clicking on the Continuing Education Checklist,  You will be greeted with this screen that shows a table of the CEs required, credited and accepted. You also can view a detailed list of CEs that have been submitted and their status. More importantly for the purpose of this video, we have the Report CE button. Clicking this button will allow you to add Pre and Post Approved CEs. Clicking on the “Report CE” button will display the following also pop-up window.  Select the Pre-Approved CE button



Adding (Pre-Approved) CE
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After selecting the Pre-Approved CE Button, the Add CE Pre-Approved Window will be displayed. Here you will enter Approval Number from the CRC Verification Form or Accreditation Report, then click Next. A second, pop-up window will then appear prompting you to enter the completion date of training. Enter this date and click Save. Note if you have more than one training/CE program that you would like to enter click the Save & add more Button and follows the same prompts. After clicking the Save Button, you will get a message stating your record has been updated and you’ll be taken back to your CE Checklist



CE Record Successfully Updated 
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After clicking Save, the Continuing Education Checklist Tab and the embedded table of CEs will be updated and most recent training will be located on the top.



Questions/Additional Support

Questions regarding CRC CE Maintenance can be forwarded by e-mail 
at: VRECEU.VBACO@va.gov. A member of the VR&E Training Team 
will be in contact with you to provide assistance.
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This concludes today’s video on: Accessing and identifying CRC approved training items from the VBA Learning CatalogRunning TMS Reports (Accreditation and Learning History) in csv format and submit to the VR&E CRC CEU corporate mailboxAnd accessing the CRCC portal and enter the approval numbers for CRC Continuing Education creditWe hope this training is helpful in assisting you with these processes. As always if you need additional support is needed, please contact the VR&E CEU Mailbox. 

mailto:VRECEU.VBACO@va.gov
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