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START

Slide notes

Welcome to Enrollment Manager 100 for School Certifying Officials (SCOs).

Select “Start” or press Enter on your keyboard to begin.
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,/62\, Enrollment Manager 100
%/’ Gaining Access

You can use the navigation buttons at the bottom of the screen to
move forwards and backwards throughout this module.

You can also use the following keyboard shortcuts:

« Next: N

+ Back: B

+ Play/Pause: P

+ Replay: R

+ Rewind 10 seconds: W
« Mute: M

+ Closed Captioning: C

« Exit: Esc

CLC MUT PLAY REP REWIND

Slide notes
Throughout this course, please use the navigation buttons at the bottom to move forward and backward through the module.

You can also use the keyboard shortcuts displayed on the screen.
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[ Module Objectives J

a

1. Sign in with ID.me or Login.gov
|
\

2 Request first-time access through your ELR J

> \
6 N
| 3. Request first-time access through VA-ONCE ‘
A

N — F 4 '
= R - T, [ 4. Request access as an SCO Assistant and Read Only SCO

-
[ 5. Approve an SCO Assistant and SCO Read Only access
'\,

— e

[ 6. Manage facilities as an SCO ‘

REP REWIND

Slide notes

This course is the first in the Enroliment Manager Training Series. Enrollment Manager 100 will teach users how to:
1. Sign in with ID.me or Login.gov,

2. Request first-time access through ELR,

3. Request first-time access through legacy VA-ONCE,

4. Request access as an SCO Assistant or Read Only SCO,

5. Approve SCO Assistant and Read Only SCO access,

6. Manage facilities as an SCO.
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Slide 4 - Slide 4

Sign in with ID.me or Login.gov

REP REWIND

Slide notes

Let’s begin by demonstrating how to sign in with ID.me or Login.gov.
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With nt grants
: VA @ lI.K&..Il)ﬂl.arln\\;l-n( Ems!
VA Education Platfo S ATy rollment Manager

VA | VA Education Platform Portal

Select a VA Education applicat S i gn in

R W

Workioad Man_ U LOGIN.GOV

e |
[~ I -

= O

DS Logon

REP REWIND

Slide notes

Before we get into how to sign in to the Enrollment Manager, we want to start by reviewing

the steps below on creating a new VA.gov account using ID.me or Login.gov.

Let’s start by demonstrating how to sign in with ID.me.

To sign in to both the VA Education Platform Portal and Enrollment Manager, you will need to create an ID.me or Login.gov account.
With an ID.me or Login.gov account, you will be able to log in to both systems with the same account using Single Sign On.

Select “"NEXT” to find out more about how to create your ID.me or Login.gov account.
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Select the “"NEXT"” button to
continue with this lesson.

REP REWIND

Slide notes

VA is modernizing our tools for SCOs like you by introducing Enrollment Manager, making supporting your GI Bill students
easier than ever.

Before receiving access to student data, and to take advantage of the enhanced VA experience, you'll need to create an ID.me or
Login.gov account with your work or school email address.

This data security step is being adopted across the Federal Government, not just VA, and will help keep beneficiary data protected as you
use Enrollment Manager.

To get started, navigate to VA.gov and select “Sign in”. Then, select either “Create an account with Login.gov” or “Create an account with
ID.me".

Follow the prompts and after you've signed up and confirmed your email address, you'll be prompted to set up multi-factor authentication.
Similar to a digital wallet, this provides an additional layer of security to keep your personal information safe.

Finally, return to VA.gov to complete the last critical step of the process.

VA cannot give you access to student’s personal information before confirming your identity.

To do so, sign in to your VA.gov account and select "My VA”. On the verify your identity screen, select “Verify with ID.me or Login.gov”.

You'll need your Social Security number and either a digital image of your driver’s license or passport, like one you've taken with your
phone, or responses to specific questions to confirm your identity.

VA strongly encourages you to complete this step as soon as possible to gain access to Enrollment Manager.

After verifying your identity, your ID.me or Login.gov account is ready to use for access to VA platforms.
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If it’s your first time logging into Enroliment Manager, navigate to the VA Education Platform landing page to get started. Select the
"SS0e” button under “Sign in with an existing account”.

Then, you'll be able to log in with either ID.me or Login.gov, based on where you created your account.
Need additional support? See these resources for more information.

VA is continuing to modernize the GI Bill experience for SCOs like you.

Follow us on Facebook, Instagram, and Twitter to stay in the loop on all things GI Bill.

After the account is created, use the following steps to authenticate your account via ID.me or login.gov

Navigate to the VA Education Platform Portal sign-in page <https://iam.education.va.gov/user-access> and select “SSOe".

Great!
Use the following steps to set up a new VA.gov account using ID.me:

Navigate to the VA Education Platform Portal and select “*SSOe”.
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Knowledge Check

Select the “"NEXT”
button to begin.

REP REWIND

Slide notes

Let’s pause for a knowledge check.
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Slide notes

Please answer the questions on the screen before proceeding to the next lesson.
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Slide notes

Please answer the questions on the screen before proceeding to the next lesson.
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There are three ways to request access to Enrollment Manager:

— Requiresh new r?COSEEO request )
PTION 1 access through an Education
_— | Liaison Representative (ELR)

i Requires VA-ONCE users to

OPTION 2 input their legacy VA-ONCE
_— | credentials

Requires SCO Assistants and

PTION ‘ Read Only SCOs to request
0—03 access from their residing SCO

4

REP REWIND

Slide notes

Now that you know how to sign in with your ID.me or Login.gov account, let’s review how to request access to Enrollment Manager.
There are three ways to request access to Enrollment Manager:

Option 1: Requires SCOs to request access through an Education Liaison Representative (ELR).

Option 2: Requires users to input their legacy VA-ONCE credentials.

Option 3: Requires SCO Assistants and Read Only SCOs to request access from their residing SCO.
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Request first-time access
from your ELR

REP REWIND

Slide notes

Let’s begin with Option 1.
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Select a VA Education application

lmm

Enrollment Manager Workload Ma Benefits \‘Ianﬁo

The Enrollment Manager is used by Workload Manager Des n Institution Manager Dest

ELRs and SCOs to manage claimant

enroliments.

or Request access
or legacy VA-ONCE users

REP REWIND

Slide notes
To begin, SCOs will navigate to the VA Education Platform Portal

and select “"Request access” under the Enrollment Manager tab.
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To request access, please provide your contact information below.

First Name ("Provided)

Last Name (*Provided)

Phone (*Required)
Enter work phone
Email (*Required)
Enter work/school ema
Role (*Required)

| Select a role

State (*Required)

Select a state

REP REWIND

Slide notes

On this screen, ensure your pre-populated information (First name, Last name) is accurate and input your phone number, email, state,
and select your role.
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To request access, please provide your contact information below.

First Name (*Provided)

Last Name (*Provided)

Phone (*Required)
123-456-7890

Email (*Required)

Enter work/school email

Role (*Required)

Select a role

State (*Required)

Select a state

REP REWIND

Slide notes
Input your phone number.
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To request access, please provide your contact information below.

First Name (*Provided)

Last Name (*Provided)

Phone (*Required)
123-456-7890

Email ("Required)
Enter work/school email

Role (*Required)
Select a role

State (*Required)

Select a state

Slide notes
Select the “Email” text box.

Page 16 of 81



Adobe Captivate Thursday, December 08, 2022

Slide 16 - Slide 16

To request access, please provide your contact information below.

First Name (*Provided)

Last Name (*Provided)

Phone (*Required)
123-456-7890

Email ("Required)

noassignedrole@gmail.com

Role (*Required)
Select a role
State (*Required)

Select a state

Slide notes
Input your email address.
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To request access, please provide your contact information below.

First Name (*Provided)

Last Name (*Provided)

Phone (*Required)
123-456-7890

Email ("Required)

noassignedrole@gmail.com

Role (*Required)
Select a role
State (*Required)

Select a state
REWIND

!

Slide notes

Select the “Role” dropdown box.
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To request access, please provide your contact information below.

First Name (*Provided)

Last Name (*Provided)

Phone (*Required)
123-456-7890

Email ("Required)

noassignedrole@gmail.com

Role (*Required)

I Select a role I

Select a role
School Certifying Official
School Certifying Official Read Only

!

Slide notes

Select “School Certifying Official” as the role.
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First Name (*Provided)

Last Name ("Provided)

Phone (*Required)
123-456-7890

Email (*Required)

noassignedrole@gmail.com

Role (*Required)

School Certifying Official

State (*Required)

Select a state

By clicking here you agree that an updated SCO roster (Form 22-8794) has

REP REWIND tted within the last 30 days with you included

BY CicKing here you agree that you have completed the required training in
Cle,
e =

= =

Slide notes
Next, select the “State” dropdown box.
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Alabama
Alaska
Arizona
Arkansas
California
Colorado
| Connecticut
Delaware
District of Columbia
Florida
Georgia
Hawaii

Idaho

Indiana W&

lowa

’ Kansas
Kentucky
Louisiana

I Select a state

By clicking here you agree that an updated SCO roster (Form 22-8794) has

tted within the last 30 days with you included
REP REWIND

BY CliCKINg here you agree that you have completed the required training in

Slide notes

While you may report to more than one state, input the most relevant state to gain access before working with your ELR to gain approval
for outlying states.

Here, select the applicable state for your jurisdiction.
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Towa
Kansas
Kentucky

Louisiana

Maine

Maryland

’ Massachusetts - Boston
Massachusetts - Springfield
Michigan (ZIP starts with 48)
Michigan (ZIP starts with 49)
Minnesota

Mississippi

Missouri
Montana
Nebraska

Nevada

New Hampshire

New Jersey - Newark

New Jersey - Trenton v

| Select a state

O By clicking here you agree that an updated SCO roster (Form 22-8794) has

REP REWIND tted within the last 30 days with you included

BY Clicking here you agree that you have completed the required training in

Slide notes
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or ™

First Name (*Provided)

Last Name (*Provided)

Phone (*Required)
123-456-7890
Email (*Required)
noassignedrole@gmail.com

Role (*Required)

School Certifying Official

State (*Required)

I Nebraska

O By clicking here you agree that an updated SCO roster (Form 22-8794) has

tted within the last 30 days with you included
REP REWIND

BY ClicKing here you agree that you have completed the required training in

Slide notes

To assist an ELR in identifying you, using your school email address on this page is recommended. After your role is selected, SCOs need
to address the two required fields.
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First Name (*Provided)

Last Name (*Provided)

Phone (*Required)
[ 123456-7890

Email ("Required)

noassignedrole@gmail.com

Role (*Required)

School Certifying Official

State (*Required)

Nebraska

ElBy clicking here you agree that an updated SCO roster (Form 22-8794) has

REP REWIND tted within the last 30 days with you included

BY CIiCKINg here you agree that you have completed the required training in

Slide notes

By clicking here, you agree that an updated designation of Certifying Officials VA Form 22-8794 has been submitted within the last 30
days with you designated.

Select the first tick box acknowledging this item is accurate and complete.
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Last Name (*Provided)

Phone (*Required)

123-456-7890

Email (*Required)

noassignedrole@gmail.com

Role (*Required)

School Certifying Official

State ("Required)

Nebraska

By clicking here you agree that an updated SCO roster (Form 22-8794) has

been submitted within the last 30 days with you included

CLRyclicking here you agree that you have completed the required training in

REP REWIND yrial. SCO Portal training information.

Slide notes

By clicking here, you agree that you have completed the required training in the SCO portal. These trainings are in conjunction with the
mandatory new SCO training.

Select the second tick box acknowledging this item is accurate and complete.
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Last Name (*Provided)

Phone (*Required)
123-456-7890

Email (*Required)

noassignedrole@gmail.com
Role (*Required)
School Certifying Official

State (*Required)

Nebraska

By clicking here you agree that an updated SCO roster (Form 22-8794) has

been submitted within the last 30 days with you included.

Fila,. clicking here you agree that you have completed the required training in

REP REWIND >rtal. SCO Portal training information.

Slide notes

Once all fields have been acknowledged, select “Submit” and the request will be sent to the ELR of jurisdiction for review and approval or
denial.
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Slide 26 - Slide 26

@ Access Requested

Access to Enrollment Manager has been requested.
We will review your information and make a
determination.

Slide notes

A notice will appear acknowledging that the access has been requested to Enrollment Manager.

The ELR will receive the request in their SCO Manager inbox.

After the ELR reviews the request and submits an approval, the SCO will be granted access to Enrollment Manager.
If the ELR determines access will be denied, the SCO will receive an email explaining the reason for the denial.

Access will be successfully granted when the blue “Open Enroliment Manager” button is selectable.
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Knowledge Check

REP REWIND

Slide notes

Let’s pause for a knowledge check.
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Slide notes

Please answer the questions on the screen before proceeding to the next lesson.
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Request first-time access through
VA-ONCE credentials

REP REWIND

Slide notes
The second option to gain access to Enrollment Manager is to request access through your legacy VA-ONCE credentials.

You will be able to access Enrollment Manager by utilizing your VA-ONCE credentials.
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Select a VA Education application

i -y

Enrollment Manager Workload Ma Benefits Manag
The Enroliment Manager is used by Workload Manager Des n Institution Manager Des¢ n
ELRs and SCOs to manage claimant

enroliments.

or Request access
or legacy VA-ONCE users

REP REWIND

Slide notes

To get started, you will select “legacy VA-ONCE users”.
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Self-Authorization

For Enroliment Manager access, please provide your VA-

ONCE credentials
Usermname (*Required)

VA-ONCE username

Password ("Required)

VA-ONCE password

State (*Required)

Select a state

Slide notes

Input your legacy VA-ONCE username.
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Self-Authorization

For Enroliment Manager access, please provide your VA-

ONCE credentials.

Usemname (*Required)

I username

Password ("Required)

VA-ONCE password

State (*Required)

Select a state

Slide notes

Then, input your legacy VA-ONCE username.

Page 33 of 81



Adobe Captivate

Thursday, December 08, 2022

Slide 33 - Slide 33

Self-Authorization

For Enroliment Manager access, please provide your VA-

ONCE credentials.

Usemname (*Required)

Password ("Required)

VA-ONCE password

State (*Required)

Select a state

Slide notes

Next, select the “Password” text box.
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Self-Authorization

For Enroliment Manager access, please provide your VA-

ONCE credentials
Usermname (*Required)

username

Password ("Required)

State (*Required)

Select a state

Slide notes

Then input your legacy VA-ONCE password.
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Self-Authorization

For Enroliment Manager access, please provide your VA-

ONCE credentials
Usermname (*Required)

username

Password ("Required)

State (*Required)

Select a state

Slide notes
Select the “State” dropdown box

Page 36 of 81



Adobe Captivate Thursday, December 08, 2022

Slide 36 - Slide 36

Colorado
Connecticut
Delaware

District of Columbia
Florida

Georgia

Hawaii

Idaho

lllinois

Indiana ‘
lowa

Kansas

Kentucky
Louisiana ‘
Maine

| Select a state |

Slide notes

and associated state.
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Self-Authorization

For Enroliment Manager access, please provide your VA-
ONCE credentials

Usermname (*Required)

username

Password ("Required)

State (*Required)

I Maryland

Select the “"NEXT” button to
continue with this lesson.

Slide notes

Now select, “Ok”.
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Knowledge Check

REP REWIND

Slide notes

Let’s pause for a knowledge check.
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Slide notes

Please answer the questions on the screen before proceeding to the next lesson.
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Request first-time access
as an SCO Assistant and Read Only SCO

REP REWIND

Slide notes
So far, we've learned how to request first-time access to Enrollment Manager from your ELR or VA-ONCE credentials.
Now let’s discuss the third option for requesting access to Enroliment Manager.

This option requires an SCO Assistant or Read Only SCO to request access from their residing SCO.
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Select a VA Education application

i -y

Enrollment Manager Workload Ma Benefits Manag
The Enroliment Manager is used by Workload Manager Des n Institution Manager Des¢ n
ELRs and SCOs to manage claimant

enroliments.

or Request access
or legacy VA-ONCE users

REP REWIND

Slide notes

Once you have signed into the VA Education Platform Portal, select “"Request access”
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To request access, please provide your contact information below.

First Name ("Provided)

Last Name (*Provided)

Phone (*Required)
1234567890

Email (*Required)
Enter work/school ema
Role (*Required)

| Select a role

State (*Required)

Select a state

REP REWIND

Slide notes

First, ensure that your pre-populated information (First Name and Last Name) is accurate before filling in your Phone number
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To request access, please provide your contact information below.

First Name ("Provided)

Last Name (*Provided)

Phone (*Required)
1234567890

Email (*Required)
noassignedrole@gmail.com

Role (*Required)
Select a role
State (*Required)

Select a state

REP REWIND

Slide notes
and Email.

To assist an ELR in identifying you, using your school email address on this page is recommended.
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Slide 44 - Slide 44

To request access, please provide your contact information below.

First Name ("Provided)

Last Name (*Provided)

Phone (*Required)

1234567890

Email (*Required)

noassignedrole@gmail.com

Role (*Required)

I Select arole l

Select a role
School Certifying Official

School Certifying Official Read Only
] i

e

Slide notes

Next, select “Assistant” as the role.

Page 45 of 81



Adobe Captivate Thursday, December 08, 2022

Slide 45 - Slide 45

First Name (*Provided)

Last Name (*Provided)

Phone (*Required)
1234567890

Email (*Required)
noassignedrole@gmail.com
Role (*Required)
Assistant

Facility Code (* REqUIY&dL

| 14x51243

ENTRAL TEXAS COLLEGE MARBLE FALLS

By clicking here you agree that an updated SCO roster (Form 22-8794) has

tted within the last 30 days with you included

REP REWIND

g here you agree that you have completed the required training in

Slide notes
Next, input your “Facility Code”.

While SCO Assistants may have more than one Facility Code they report to, only one needs to be provided in a request for access.
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Last Name (*Provided)

Phone (*Required)
1234567890

Email (*Required)
noassngnedr’ole@gmall:(om
Role (*Required)
Assistant

Facility Code (*Required)

14x51243

CENTRAL TEXAS COLLEGE MARBLE FAL

O By clicking here you agree that an updated SCO roster (Form 22-8794) has

been submitted within the last 30 days with you included

g here you agree that you have completed the required training in

REP REWIND drtal. SCO Portal training information.
=

Slide notes
Once all fields are complete, take a moment to review the two checkboxes on screen.
For Assistants, these fields are not required but serve as a reminder

to submit an updated VA Form 22-8794 and complete any required training if needed.
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Last Name (*Provided)

Phone (*Required)
1234567890

Email (*Required)

noassignedrole@gmail.com

Role (*Required)
Assistant

Facility Code (*Required)

14x51243
* CENTRAL TEXAS COLLEGE MARBLE FALLS
I8y ciicking here you agree that an updated SCO roster (Form 22-8794) has
been submitted within the last 30 days with you included
g here you agree that you have completed the required training in

REP REwIND drtal. SCO Portal training information.
=

Slide notes

By clicking here, you agree that an updated Designation of Certifying Official(s) (VA Form 22-8794) has been submitted within the last 30
days with you included.

Select the first tick box acknowledging this item is accurate and complete.
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Last Name (*Provided)

Phone (*Required)

1234567890

Email (*Required)

noassignedrole@gmail.com
Role (*Required)
Assistant

Facility Code (*Required)

14x51243
* CENTRAL TEXAS COLLEGE MARBLE FALLS

BBy ciicking here you agree that an updated SCO roster (Form 22-8794) has

been submitted within the last 30 days with you included

g here you agree that you have completed the required training in

REP REwIND drtal. SCO Portal training information.

Slide notes
By clicking here, you agree that you have completed the required training in the SCO Portal.

Select the second tick box acknowledging this item is accurate and complete.
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Phone (*Required)
1234567890

Email (*Required)
noassignedrole@gmail.com
Role (*Required)
Assistant

Facility Code (*Required)

14x51243
* CENTRAL TEXAS COLLEGE MARBLE FALLS
By clicking here you agree that an updated SCO roster (Form 22-8794) has

been submitted within the last 30 days with you included.

BBy clicking here you agree that you have completed the required training in

the SCO Portal. SCO Portal training information.

REP REWIND

Slide notes

Once all the required fields have been acknowledged and addressed, select “Submit” and the request will be sent to your residing SCO for
review and approval or denial.

Read Only SCOs will request access using the same process as an SCO Assistant, but the two check boxes will not appear on their request
form.
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Slide 50 - Slide 50

Access Requested

Access to Enroliment Manager has been requested.
We will review your information and make a
determination

Close

Select the “"NEXT” button to
continue with this lesson.

Slide notes

Your SCO will receive and review the request determining your access.

SCO Assistants and Read Only users will be notified via email once their request has been approved or denied.
If denied, the denial reason will be included in the notification email.

Your SCO will receive and review the request determining your access.

A notice will appear acknowledging that the access has been requested to Enroliment Manager.
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Knowledge Check

REP REWIND

Slide notes

Let’s pause for a knowledge check.
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Slide notes

Please answer the questions on the screen before proceeding to the next lesson.
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Slide notes

Please answer the questions on the screen before proceeding to the next lesson.
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Approve SCO Assistant
and Read Only SCO access

REP REWIND

Slide notes

Now that your SCO Assistant or Read Only SCO user has requested access to Enrollment Manager, let’s discuss the steps to approve
them.
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VA | VA Education Platform Portal

SC0 Acess Manager

Select a VA Education application

BAM Wy

Enmllmml \lanager \\mkluml \lap@ Benefits \|angg{@

3 é

0
&
>

[ i

Slide notes

Once signed into the VA Education Platform Portal,

locate “"SCO Access Manager” at the top-left corner of the screen.

Select the “"SCO Access Manager” button to manage SCO Assistants’ and Read Only SCOs’

Enrollment Manager access at their respective institutions.
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REP REWIND L ) Need help with Enrollment Manager?
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Slide notes
Inside SCO Access Manager, the request will populate for the SCOs to approve or deny.

Select “Approve” or “Deny” once you review the request from the SCO Assistant or Read Only SCO.
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A Access Request Denial Reason

Please select a denial reason:

Word count: 0 of 200

REP REWIND

Slide notes
When access requests are denied, the system will generate 3 options

for the denial that the SCO must choose from:

1. Your institution has not submitted a VA Form 22-8794 that designates you as an SCO.
2. Our records indicate that you have not completed the required training to begin work as an SCO.
3. Enter other reasons.
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A Access Request Denial Reason

Please select a denial reason:

Slide notes
Once the denial is processed, the SCO Assistant or Read Only SCO

will receive an email noting the reason for the denial.
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REP REWIND L ) Need help with Enrollment Manager?
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Slide notes
The SCO Assistant or Read Only SCO has now been approved or denied for access to Enrollment Manager.
To revoke access to an already approved SCO Assistant or Read Only SCO, navigate to “SCO Access Manager”.

Under the “Action” tab, select “"Revoke”
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A Revocation Confirmation

Slide notes

for the SCO Assistant or Read Only SCO for whom you would like to remove access.
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A Revocation Confirmation (]

The request for access has been revoked.

Slide notes
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Need help with Enroliment Man:

Cuon Lt Bspstitnes Select the “"NEXT"” button to
continue with this lesson.

REP REWIND

Slide notes
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Knowledge Check

REP REWIND

Slide notes

Let’s pause for a knowledge check.
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Slide notes

Please answer the questions on the screen before proceeding to the next lesson.
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Slide notes

Please answer the questions on the screen before proceeding to the next lesson.
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Manage facilities for an SCO
Assistant or Read Only SCO

REP REWIND

Slide notes
We have reviewed how SCO Assistants and Read Only SCOs request access to Enrollment Manager.
Let’s review now how to manage the facilities they have access to.

Note: If users registered using legacy VA-ONCE, the historical facilities will be pre-loaded into their profile.
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SC0 Acess Manager

Select a VA Education application
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Slide notes

To start, sign in to the VA Education Platform Portal and select "SCO Access Manager”.
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SCO Manager

First name

First Name $

Slide notes

LastName ¢

NOASSIGNEDROLE

VA | VA Education Platform Portal

sst@gmail com

NOASSIGNEDROLE 01

REP REWIND

T
| status

Status $

PENDING

APPROVED

Requested Role$ | Created Date

2 EM_SCO01 v

Resolved Date $

=
|

Facility Code

Facity

Action

oD E3

Next, locate the specific profile you are managing, and select “Manage Facility”.
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Select Facilities
User: NOASSIGNEDROLE o1

Available (3) Assigned (1)
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CENTER FOR WHOLENESS AND HEALTH

CIVILIAN PERSONNEL ADVISORY CENTER
LA JOYA TECHING CENTER

ZARAGOZA LOGISTICS CENTER

iact Al

REP REWIND

Slide notes
In the “Available” column on the left, search for the facility you would like to assign
using the “"Name” or “Facility Code” fields.

Once you identify the correct facility, select it within the list.
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Select Facilities
User: NOASSIGNEDROLE o1

Available (4) Assigned (1)

Heas p\ " twith 4 char CENTRAL TEXAS COLLEGE-MARBLE FALLS

Facity
Code

ICENTER FOR WHOLENESS AND HEALTH

CIVILIAN PERSONNEL ADVISORY CENTER
LA JOYA TECHING CENTER

ZARAGOZA LOGISTICS CENTER

Select/Unselect Al

REP REWIND

Slide notes

If the institution is approved with extension campuses, you may select the “Include extensions” checkbox in the middle of the page

and the extension campuses will automatically be added to the selected user as well.

Page 71 of 81



Adobe Captivate

Thursday, December 08, 2022

Slide 71 - Slide 71

Select Facilities
User: NOASSIGNEDROLE o1

Available (4)

Narme. p

Facity
Code 1

[CENTER FOR WHOLENESS AND HEALTH
CIVILIAN PERSONNEL ADVISORY CENTER
LA JOYA TECHING CENTER

ZARAGOZA LOGISTICS CENTER

SelactUnselect A

REP REWIND

Assigned (1)

CENTRAL TEXAS COLLEGE-MARBLE FALLS

Slide notes

Branch campuses must be manually added by searching for them using the search feature above the left column.
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Select Facilities
User: NOASSIGNEDROLE o1

Nare p T A CENTER FOR WHOLENESS AND HEALTH

Facity p CENTRAL TEXAS COLLEGE-MARBLE FALLS
Code

CIVILIAN PERSONNEL ADVISORY CENTER
LA JOYA TECHING CENTER

ZARAGOZA LOGISTICS CENTER

iact Al

REP REWIND

Slide notes
Once the school(s) is selected, select the “Assign” button in the middle of the page

to move the facility to the right-hand column labeled “Assigned”.
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Select Facilities
User: NOASSIGNEDROLE o1
Available (3) Assigned (2)

Nare p T A ICENTER FOR WHOLENESS AND HEALTH

Facity p CENTRAL TEXAS COLLEGE-MARBLE FALLS
Code

CIVILIAN PERSONNEL ADVISORY CENTER
LA JOYA TECHING CENTER

ZARAGOZA LOGISTICS CENTER

Select/Unselect Al

REP REWIND

Slide notes
To revoke access, select on the facility name under “Assigned” and select the “Unassign” arrow.

Note: SCOs may only assign and unassign institution facility codes the SCO is approved to certify.
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Select Facilities
User: NOASSIGNEDROLE o1

Available (4)

Name. p I twith 4 char CENTRAL TEXAS COLLEGE-MARBLE FALLS

Facity
Code .

CENTER FOR WHOLENESS AND HEALTH

CIVILIAN PERSONNEL ADVISORY CENTER
LA JOYA TECHING CENTER

ZARAGOZA LOGISTICS CENTER

SelactUnselect A

REP REWIND

Slide notes

Next, select “Save” to process the facility assignment.
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@ Facility was saved

The facility code for NOASSIGNEDROLE 01 was
succcesfully saved.

Close

Slide notes

Finally, after the “"Save"” button is selected, a “Facility was saved” pop up will show confirming the action.
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SCO Manager

First Name $ LastName ¢ Email $ Status $ Requested Role$ | CreatedDate$ | Resolved Date$ | Facility Code Action

. ng  Novd 202 Nov3, 2022 =
NOASSIGNEDROLE 01 nosssignediole@gm  APPROVED Asistont Now 8, 2022 Fockty =

NOASSIGNEDROLE 01 test@gmail com PENDING

Select the “"NEXT"” button to
continue with this lesson.

REP REWIND

Slide notes
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Knowledge Check

REP REWIND

Slide notes

Let’s pause for a knowledge check.
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Slide notes

Please answer the questions on the screen before proceeding to the next lesson.
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Enroliment Manager 100 Objectives

1.Sign in with ID.me and Login.gov

2. Request first-time access through your ELR

Have a question? Click
3. Request first-time access through VA-ONCE here to check outThe
Enroliment Manager
FAQs!

4. Request access as an SCO Assistant and Read Only SCO

5. Approve SCO Assistant and Read Only SCO access
Select the “"NEXT” button to

complete the training.

6. Manage fac REP REWIND

Slide notes

You have now reached the end of the Enroliment Manager 100 training course.
In this course, you have learned how to do the following:

1. Sign in with ID.me or Login.gov

2. Request first-time access through your ELR

3. Request first-time access through VA-ONCE

4. Request access as an SCO Assistant and Read Only SCO

5. Approve SCO Assistant and Read Only SCO access

6. Manage facilities as an SCO

Remember, you can always come back to take this course again.

Page 80 of 81



Adobe Captivate Thursday, December 08, 2022

Slide 80 - Slide 80

Checklist To Complete Before
Enrollment Manager Launches:

1 2 3
Create your Complete all assigned Pass the final
ID.me or Login.gov Captivate trainings. Enrollment Manager
account. (EM 100, 101, 102) Assessment.
P EDUCHTION SERVIE Remember to continue submitting
S T enrollments in VA-ONCE until it is sunset.
REP REWIND

Slide notes
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