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VETERANS BENEFITS ADMINISTRATION

TOPICS

• Tips & Hints

• Accessing VA Once & the VA Once Quick Reference User Guide

• Task Margin & Help tabs

• Admin & Maintenance Screens

• Student Select Screen

• Bio and Certs Screens 

• VA Data, Log & History Tabs

• Status Codes

• Amend, Adjust, Terminate

• Adding Remarks

• Compatibility Issues

• GI Bill website Resources
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You must log in 
at least once 

every 108 days!
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This is a list of 
your “active” 

students
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Student added
In process
Pending approval
Completed
Ch31 submitted
Submitted 
33 submitted
Awarded
33 awarded
Manually processed
31 rejected
31 processed
Deleted
inactive

MARGIN brings up info for the screen you are on
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TERMINATE VS DELETE & DEACTIVATE

Terminate: If you need to stop a student’s award you use “terminate” in VA Once

If you Delete & Deactivate:

• Nothing is sent to VA

• This simply move students off your list of active students on the student select page

If you have deleted or deactivated a student and need to submit/modify a cert:

– Change the “status and” box in your search filters from “all active” 
to either “deleted” or “deactivated” (as appropriate) and 
search for the student.

– Once you have found them you must click on the “student” tab at 
The very top of the screen and choose “undelete” or “reactivate” 
(as appropriate).  This will move the student back to you list of 
active students.
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HELP brings up list of helpful questions/answers
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Here is where you will add 
& delete your approved 
programs, enter course 
and/or objective codes, 

standard terms etc. 

Check the VA Once 
Quick User Reference 

Guide for info on 
running reports

The VA Once Quick Reference 
User Guide provides step by step 

directions on how to use all of 
these features

Admin is where you change school & 
Program information

If you have a break period of 
a week or more you must add 
a “remark” on each student’s 
certification not just in admin



VETERANS BENEFITS ADMINISTRATION

VA Once Quick User Reference Guide

• Shows you how to:

– Log in

– Set up “users” that can view certifications and/or view and add certifications but not 
submit to VA

– Change your password

– Add standard programs and terms

– Add students

– Amend, adjust and terminate certifications

• There are very useful hints, tips and reminders as you go along

– The Required VA Objective and course codes can be found there

– Tips for the Bio Screen reminds you what number to input for the VA file number

– Tips for the Certs screen tells you what each box is for and what to enter

– General rules for reporting CH33 T&F are provided 

– When to use Amend, adjust & terminate are provided
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Questions on Help, Margin or Task buttons?

NEXT: Student Select Screen
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From the SELECT STUDENT SCREEN you can filter and sort students.  You can filter by:

STATUS:  Defaults to “all 
active” but you 
Can choose deleted, 
deactivated, in process,  
pending approval , awarded, 
manually processed* etc

CHAPTER: You can 
choose to pull up all 
students under only 
one chapter

PROGRAM: You can 
choose to pull up all 
students under one 
degree, certificate or 
diploma

You can also 
sort by HEADER

If you change the 
search from “all 
active” remember 
to change it back!
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From the SELECT STUDENT SCREEN you add students who are not already in VA Once:

Click on the Student tab. Click Add from the 
drop down menu.

You will get a pop 
up where you fill in 
the student’s info
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If you get this pop 
up the student 
already has a VA 
Once file at a 
different school

If you click “ok”  
the student’s file 
will move to your 
school’s list of 
active students

VA Once will not 
allow more than 
one file under any 
SSN

If you click “ok”  but the student’s file has 
been moved to your school’s list of 

‘deactivated’ or ‘deleted’ students you will not 
be able to certify them.  You will have to first 

move the file back to your list of active 
students.
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STUDENT SELECT SCREEN

Correct a SSN from the select screen not from the bio page
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Questions on Student Select Screen?

NEXT: The Bio Screen and Certifying Students
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Where you 
enter the 
student’s 

enrollment 
info

You can add any 
notes you want 
here. Only SCOs 
and ELRs can see 

them

Log of all 
actions 

taken on 
the 

student’s 
file

Non CH33/CH35 Entitlement Data
Where 

you enter 
student’s 

ID & 
program 

info
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If you have a Guest 
student check the 

box and fill out 
Primary School info

You can add any 
notes you want here. 
Only SCOs and ELRs 

can see them

If you 
enter the 
student’s 
email it 

will 
notify 
them 
when 
you 

certify

Never 
enter a 
SSN or 

File # like 
this!

Drop down 
menu of 
programs 
from your 

Admin



VETERANS BENEFITS ADMINISTRATION

SSN, VA File & Payee Numbers

• SSN:   Always the STUDENT’S SSN 

– If entered incorrectly must be changed from the Student Select screen not from the BIO

– If student already has a VA Once file under the correct SSN the two files can’t be merged

• VA File Number:  May or may not be the SSN 

– For most Non CH35s File Number =  student’s SSN

• If veteran has an 8-digit VA assigned File Number use it instead

– For ALL CH35 File Number = VETERAN’S File Number

• You must find out if the veteran from whom they derive eligibility has an 8 digit VA assigned File 
Number

– CH33 TOEs File Number = STUDENT’S SSN

• Payee Number:  For CH35 dependents only

– The Payee number differentiates between the veteran and CH35 dependents

• Spouse is always 10 W

• Children are 41A, 42B etc on a first come first served basis

– All others choose “00” including  CH33 TOEs 
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Certs Screen: Where you add 
new certs & modify previous 

certs

When you click “Cert” & “New” the 
“Edit Enrollment” section at the 
bottom becomes active & you can 
enter the student’s enrollment info
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Certs Screen: Where you add 
new certs & modify previous 

certs

When you click “Cert” & “New 
Multiple Term” you will get a pop 
up where can enter up to  10 terms
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IHL Schools/Programs: 
Certs Screen: “Edit Enrollment” is where you 
enter the student’s enrollment in formation

Click arrow to 
access terms 

entered under 
“standard 

terms”

The begin & end 
date boxes will be 

filled in 
automatically

Res: Resident credits
Dist: distance/indep study credits

R/D: Remedial/Deficiency credits
(very important for CH35)

Enter “NET” T&F for CH33s.
Enter total T&F ‘Charged’ for 

NON CH33 A/D or 
<1/2 time training.

For Graduate 
students only. 

Enter # CR 
required for FT 

for CH33. 
Enter Training  
time for non 

CH33

Never add 
credits 
together!

All *fields 
require an 
entry
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NCD Schools/Clock Hour Programs:
Certs Screen: “Edit Enrollment” is where you 
enter the student’s enrollment in formation

Click arrow to 
access terms 

entered under 
“standard 

terms”

For NCD programs not on 
terms/mods you certify the 

entire program

Clock Box ONLY:
Input the number of clock hours 

per week the student is 
‘scheduled’ to attend

Enter ‘Net’ T&F for all CH33s.
Enter total T&F ‘charged’ for 
Non CH33 A/D or < ½ time 

training.

Don’t report 
changes to 

weekly 
scheduled clock 

hours. 
Must watch 

attendance & 
progress closely.



VETERANS BENEFITS ADMINISTRATION

CERTIFYING A STUDENT - EXAMPLE
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Questions on The Bio Screen or Certifying Students?

NEXT: NCD Schools/Programs 
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NCD Weekly Clock Hour Attendance

CERTIFICATION

• Report the student’s scheduled hours of 
attendance 

– Ensure that you are not certifying a 
length, based on the scheduled clock 
hours per week, that exceeds the 
program length as approved by the SAA

– The total clock hours certified will be 
checked on compliance surveys 

• If the student misses classes you will NOT
report the change to VA

• Follow your school’s published attendance 
& progress policies, as approved by the 
SAA, and listed in your approval letter

• You generally cannot extend the students 
certified period to VA if the student does 
not finish on time

TERMINATION

If the student is not meeting attendance 
and/or progress standards you will terminate 
the student’s certification 

• Progress standards may be based on:
– Minimum grades, 
– grade point average,
– minimum attendance 
– Requirements or a combination

• You will process a Pro Rata Refund based 
on the students completed hours vs total 
required hours for the program

• If the student takes a Leave of Absence 
you will report it to VA

– Different procedures for CH33 than non33
– An extension may be due if student does 

not finish on time
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STANDARDS OF PROGRESS
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Questions on NCD Schools/Programs?

NEXT: Amending, Adjusting or Terminating Certs
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The info under “View Current 
Status” reflects the highlighted 

cert’s info

The initial cert lines you see is the 
“Virtual Record.”  

You cannot do anything to the virtual record.

Click the purple arrow to bring up the 
“Subordinate Lines.”



29

Subordinate lines show each action that has been taken on a cert. 

You can Amend, Adjust or 
Terminate a subordinate line When you 

amend, adjust or 
terminate you 

send an 
electronic 1999b 

to VA
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AMEND, ADJUST & TERMINATE

• AMEND:   You use the Amend function when: 

– You are changing T&F

– You are changing term dates

• ADJUST:  You use the Adjust function when: 

– You are changing a students credit or clock hours

– You are changing a students credit or clock hours and something else

– You cannot adjust a student down to zero, you must use the Terminate function

• TERMINATE:  You use Terminate when:

– You are completely stopping a student’s certification

– Use when graduating a student in VA Once 

– Once you terminate a cert you can no longer to anything with it
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Remember to hit “submit.” 
If you don’t hit submit nothing is sent to VA!
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ADJUSTING A CERTIFICATION - EXAMPLE
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Spring 2015 the 
Student reduced 
from 12 to 9 

T&F 9CR = $1800

Last date of 
attendance for the 
course was 
2/15/15

Always 
update T&F 

on a 
reduction!
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ADJUSTING A CERTIFICATION - EXAMPLE
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Student received 
a “w” grade

He dropped the 
class because his 
shift at work 
changed which 
conflicted with 
the class 
meeting time

If you know 
the drop 
reason 

provide it If you choose the correct reason for adjustment 
remarks aren’t usually needed
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SUBMITING A CERTIFICATION - EXAMPLE
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Click “save”

Click “complete” 
if you want to 
come back to it 
before 
submitting

Click “submit” 
when you are 
ready to send 
the cert to VA
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SUBMITING A CERTIFICATION – STATUS CODE
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If the status 
code is higher 
than “3” the 

cert was 
successfully 
submitted
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STATUS CODES: If status 
code is 3 or less the cert 
has not been submitted 
to VA
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VA Once Status Codes ~ Remember to click submit!

Nothing submitted to VA
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Questions about Amending, Adjusting or 
Terminating Certs?

NEXT: VA Data, Log, History Tabs and Status Codes
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VA DATA TAB: For SOME NonCh33 students you can 
see entitlement and delimiting date info here
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LOG TAB: You can enter any info you would 
like on the log.  Only you and the ELR can see 

it. It does not print anywhere.
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HISTORY TAB: Here you can see each type of 
action, who took the action & when it was 

done. 

It also explains exactly what action was taken



41

Questions on VA Data, Log, History Tabs or Status Codes

NEXT: Adding Remarks
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HOW TO ADD REMARKS:
Remarks are not usually needed in order to process a claim, and will 

prevent automation in most cases

but if you need to add them: 

Click on “Modify Remarks List”
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HOW TO ADD REMARKS:

If you choose one of the “VBA Standard Remarks” from the drop 
down the remark will not knock the cert out of automatic processing 
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HOW TO ADD REMARKS:

If you must add your own remark scroll down & choose “other” from 
the VBA Standard remarks menu
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Click on the arrow under “School Standard Remarks” & choose 
“other” from the School Standard Remarks drop down menu

You will get this pop up
Click Ok 
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Now you can type in your remark in the box
Click “Save” and “Done”
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Now your remark will show up on the certs screen & on the certification the 
VA receives  
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If there is a remark you’ll use often, such as the email remark you must 
add for a Compliance Audit correction, you can add the remark as a 
“School Standard Remark” under your maintenance section and then 

just choose it from the down menu on each cert

Which is the 
only good 
remark?
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Questions on Adding Remarks?

NEXT: VA Once and Compatibility Mode
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VA ONCE COMPATIBILITY  ISSUES

• Make sure Pop up blockers are off

• VA Once is only tested to work with IE 9 or below

– You will likely run into errors if you are using another search engine such as Firefox, 
Chrome etc

– You will likely run into errors if you are using Internet Explorer 10 or above

• Common errors:

– “Effective date must be between begin & end date”  error and VA Once will not let you 
change the date

– VA Once not allowing you to enter remarks

• What can you do:

– Click the Compatibility button (looks like a torn sheet of paper)

– Work in Compatibility mode
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COMPATIBILITY MODE

51

If you are working in Internet Explorer 10 or 11, it must be worked in compatibility 
mode.  
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COMPATIBILITY MODE

52

Add “va.gov” 
as shown, or 
check the box 
for “Display 
all websites in 
compatibility 
view”

Check periodically 
for IT updates that 

have removed 
your compatibility 

mode
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Questions on Compatibility Mode

NEXT: The GI Bill website 
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GI Bill Website

To access VA Once go to: http://www.benefits.va.gov/gibill/school_resources.asp
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R
N
W

RNW is where 
you submit 

inquires and 
report probation 

to VA

http://www.benefits.va.gov/gibill/school_resources.asp
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WAVE
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Questions on VA Once or 
the GI Bill website ??


