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Renewal Application Instructions

Log-In Instructions

1. Go to https://oh.edvera.com
2. Login Screen (See picture below)

a. Enter your email address and password (If you previously completed the online Ohio
annual report, this would be the same email address and password)
b. If you have forgotten your password click on the “Reset Password” link to reset your
password
c. If you need to create a new account, click on the “Request Account” tab and the process
to create a user account will begin [Note it generally takes one (1) business day to create
a new account due to security reasons and the need to verify the new user].
3. After you have successfully logged in you should be directed to the main dashboard screen for
your school.
4. |If you have log-in problems or questions please contact Laura Essman at
laura.essman@scr.state.oh.us or 614-466-7833.

Ohio

State Board of Career Colleges and Schools

SBCCS Authorization Management System

New User?
« Please include your name, email address, phone number, the institution(s)
with whom you are requesting to be associated, and a brief description of
your intended purpose, so that we can best assign your user roles.

Request Account

Login | Reset Password Help
Email
Password

Remember Me
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Main Dashboard Screen: This main dashboard screen contains general directory information about
your school. Note that some information may be missing and/or incorrect and will be corrected during
the data verification process. When you have technical problems with the system you can click on the
“Support” tab that appears at the bottom of each page. When you click on support you will see the
system support screen (see next page).

€3 Dashboard : EDvera  x §__\ =
« C' | & https://oh.edvera.com/dashboard T =
EDvera - Dashboard Documents. Help Bl John Smith ~
Dashboard
Institution Information Regulatery Information
Organization Name  Cyanna Test School Certificate Number #2053
Accreditation Agencies Registration Expires  03/31/2016

Last Grant Start Date
Original Registration  03/09/2011

Contact Information

Mailing Address 123 Main St.

Columbus OH 43215 Programs

Phone Number  614-867-5309 <
+ Accounting

Toll Free Number
Fax Number 614-555-2222

« Bartending
« Medical Assisting

Web Address  hitp:/fcyanna.com « Medical Assisting
# Edit Phone. Fax. and Web + Nursing
~ © 2014 EDvera
é(,\r\N\Ji\ Back to top

Support
=

|
mead B )0 7 P2 P W0 [H]@ «3 B
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System Support Screen: Please fill in the requested information and you will be contacted via email to

resolve your support issue.

o5 oasrcara - eovers X

« > C 8 https://oh.edvera.com/dashboard T i’f? =

How can we help you?

Question*

Briefly describe your question

Details*

Fill in the detuils here. Please try to be as specific as possible.

Name™ Your email address”
John Smith {Cyanna Test School) johnsmith@cyanna.com

Browser (if applicable)

Please enter the browser, browser version, and operating system you are using. (e.g. Internet Explorer &,

Support Software by Zendesk Submit

os B S o) % P4 P W0 [ ]@ o B | [mos 2
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Documents Tab: The first step in completing and submitting documents including the renewal
application document is the click on the “Documents” tab.

'G Dashboard : EDvera x % %
€ - C | https://oh.edvera.com/dashboard

¥ =

EDvera - Dashboard umenis  Help [l John Smith ~

Dashboard

Institution Information Regulatory Information
Organization Name  Cyanna Test School Certificate Number #2033
Accreditation Agencies Registration Expires  03/31/2016

Last Grant Start Date
Original Registration  03/09/2011

Contact Information

Mailing Address 123 Main St.

Columbus OH 43215 Programs

Phone Number 614-867-5309 .
+ Accounting

Toll Free Number
Fax Number 614-555-2222

« Bartending
» Medical Assisting

Web Address  hitp://cyanna.com « Medical Assisting
# Edit Phone, Fax. and Web -
© 2014 EDvera
O
SCYANNA Back to top

Support
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Documents Tab (Continued): The Documents tab contains three headings: “New”, “In Progress”, and
“Document Archive”. In the example below, we are looking at the “In Progress” tab. (Please note that
the user may see some documents already in progress for your school). Under the “In Progress”
heading the school official (“user”) will see documents that have been created but have not yet been
submitted, as well as documents that have been submitted but not yet approved.

EDvera - Dashboard  Documents  Help W John Smith ~
Documents
New - In Progress Decument Archive

No document submissions currently in progress.

©2014 EDvera
ECYANNA Back to top

| Support |

R125% ¥ g
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Documents Tab (Continued): The Documents tab also contains a heading for “Document Archive”.
Under this heading the user will see previously submitted documents that were completed and

approved.

V& pocuments  eovers < N ——————

&> C https://oh.edvera.com/document_submissions 7 =
EDvera - Dashboard ~ Documents  Help W John smith ~
Documents

New ~ In Progress Document Archive

No completed document submissions.

= © 2014 EDvera
ECYANNA Back to top

Support

. 2:00 PM
R 107272014 =
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Documents Tab (Continued): The Documents tab also contains a heading for “New” documents. If the
user clicks on that heading they will see several choices. In the future there will be other options here
including new school, agent application, etc. For this process, the user should click on “Renewal

Application” document.

EDvera - Dashboard Documents Help . John Smith ~
Documents
New Progress Document Archive

Annual Report

Director Change Form

Director Qualification Form

New Internal Grant or Scholarship Application
New Program Application

Program Change Form

I Renewal Application

School Location Change Form

= © 2015 EDvera
SECYANNA Back to top

https://oh.edvera.com/documents/74/document_submissions/new | Support
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Renewal Application: Once the user has started the Renewal Application document they will be
brought to this page. Click on “Continue” to begin the process.

EDvera - Dashboard Documents Help Il John Smith ~

Renewal Application

You are starting a Renewal Application for Cyanna Test School.

To get started. Please click Continue.

= @ 2015 EDvera
SCYANNA Back to top

| Support
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Renewal Application (Continued): Once the user has started the Renewal Application they will be
brought to this page. Please note that there are five (5) parts to the Renewal Application listed at the
top of the page:

Institutional Information: [This is the main page that you see below.]
Admissions & Recruiting

Programs & Instruction

Faculty & Staff

Review & Authorization

vk wnN e

Renewal Application: Section 1: Institutional Information: Please review and complete the
information in Part 1 of the Renewal Application. Please note that the user will need to scroll down the
page to complete all of the information.

EDvera - Dashboard Documents Help . John Smith ~

Renewal Application

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

Five Sections

General
School Name Cyanna Test School Country United States v
Phone Number | 614-867-5309 Street1 | 456 Main St
Fax Number 614-555-2222 Street 2
Web Address cyanna.com City Columbus
Fiscal Year Gross Tuition State Ohio v

Income

Zip Code 43215
Current Student

Enroliment
County Frankiin v

Contacts

Primary Contact | John Smith (johnsmith@cya +| & 4+ School Director | TIm Laseke (actest33@test. v &  +

Accreditations

Please list details for each accreditation that you hold. Please note, SBCCS is not an accreditor. Click on the "Add an Accreditor” button to add accreditation details.

Support | ~
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Renewal Application: Section 1 (Continued): When the use scrolls down the page in Section 1 they will
see additional requests for information about accreditation, ownership and financial aid. When filling
out the Renewal Application the user may see information in the document that was previously entered
into the Edvera System during the Data Verification process. Please update any incorrect information
insert any missing information. Please note that the user will need to scroll down the page to complete

all of the information.

EDvera - Dashboard Documents Help . John Smith ~

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

Accreditations

Please list details for each accreditation that you hold. Please note, SBCCS is not an accreditor. Click on the "Add an Accreditor” button to add accreditation details

My Agency Doesn't Appear Here ®

Accreditation Agency Accrediting Commission of Career Schools and Colleges (ACCSC) v

Accreditation Date | Mar 2013 Expiration Date  Mar 2017

Conditions

Please attach a copy of the most recent accreditation letter.

+ Addfles..  Supporting documents

Test-101.docx Updated 07/09/2015 02:42PM [ i |
Accreditation letter.pdf Updated 10/27/2014 02:18PM [ i |
My Agency Doesn't Appear Here b
Accreditation Agency | Accrediting Bureau of Health Education Schools (ABHES) v

Accreditation Date | Jan 0001 Expiration Date | Jan 0001
Conditions
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Renewal Application: Section 1 (Continued): When filling out the accreditation information the user
may see information that was previously entered into the system and files that were previously
submitted during the Data Verification process. Please make sure to enter the most current
accreditation dates and upload the most current authorization letter. The user may attach the letter in
any recognizable file format (.pdf, .doc, .jpg). See next page for further instructions on adding/uploading

files into the system.

EDvera - Dashboard Documents Help - John Smith ~

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

Accreditations

Please list details for each accreditation that you hold. Please note, SBCCS is not an accreditor. Click on the "Add an Accreditor” button to add accreditation details

Iy Agency Doesn't Appear Here

Accreditation Agency Accrediting Commission of Career Schools and Colleges (ACCSC) v

Accreditation Date | Mar 2013 Expiration Date | Mar 2017 Make sure dates are updated
Conditions
P

+ Add fies.. | Supporting documents

Test-101.docx

Updated 07/09/2015 02:42PM [ i |

Accreditation letter.pdf Updated 10/27/2014 02:18PM

Iy Agency Doesn't Appear Here ®
Accreditation Agency Accrediting Bureau of Health Education Schools (ABHES) v
Accreditation Date | Jan 0001 Expiration Date  Jan 0001
Conditions

Support | -




Ohio/Edvera
Renewal Application Instructions
Page |12

Renewal Application: Section 1 (Continued): When the user clicks on the “Add Files” button they will
need to find the appropriate files on your computer. Once the user has located the file, select the file

and click on “Open” in the file upload box and the file will be uploaded into the system. Note in the
example below we have placed a number of files to be uploaded into the system into the same folder
for ease of use.

EDvera - Dasiboard  Docamens [@0PER X E
OO | = My Documents ~ Working Fies ~ Edvera Documents ~ {23 | search Edvera Docum... 2

1. Institution Information 2. Admissions & Recruitin
Organize ¥  New folder 2=~ ] 9
- ts lib
ap | Favorites I ocuments liprary
Accreditations ¢ Arrange by:  Folder ~
B Desktop Edvera Documents ey
I3 Downloads
Please list details for each accreditation that you hold. Ple % Dropbox X 5015-Accreditation letter - Degree-Curriculum F M-It
.| Ubraries "X Accreditation letter X Enrolment-agreement “ Misc-Iu
X Admissions-Requirements X enrolment-checkiist “F Misc-Tt
B My Agency Doesn't Appear Here .| Libraries “X. advisory-Committee X Equipment-List % Misc-T
Accreditation Agency | Accrediting Commission - Documents X catalog-checkiist X Graduation-Requirements X progra
o Husic 1 =X current-catalog =X Instructor-List % progra
Accreditation Date | Mar 2013 o X current-catalog-checkiist “X Instructors-Degree “X Progra
i Videos y
“X current-Enrolment-agreement L Misc-Ttem X Progra
Conditions =X current-enrolment-checklst X Misc-Trem-2
& Computer
2. 05(C)) Mo | i
File name: | | Lo =
Please attach a copy of the most recent accreditation h Open ‘vl Cancel |
uppnmng documents |
Test-101.00cK Updated 07/09/2015 02:42PM [ i |
Accreditation letter.pdf Updated 10/27/2014 02:18PM E
[0 My Agency Doesn't Appear Here x
Accreditation Agency | Accrediting Bureau of Health Education Schools (ABHES) v
Accreditation Date | Jan 0001 Expiration Date | Jan 0001
Conditions

Support | -
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Renewal Application: Section 1 (Continued): Once the user has uploaded the file they will see the file
appear below the “Add Files” box. If the user needs to upload another file, click on the “Add Files”

again. If the user needs to remove the file that was previously uploaded, click on the red trash icon on
the far right of the uploaded file.

EDvera - Dashboard Documents Help . John Smith ~

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

Accreditations

Please list details for each accreditation that you hold. Please note, SBCCS is not an accreditor. Click on the "Add an Accreditor” button to add accreditation details.

[ My Agency Doesn't Appear Here k4

Accreditation Agency Accrediting Commission of Career Schools and Colleges (ACCSC) v
Accreditation Date | Mar 2013 Expiration Date  Mar 2017

Conditions

Please attach a copy of the most recent accreditation letter.

+ Add fies.. | Supporting documents

Test-101.docx Updated 07/09/2015 02:42PM [ i |

Accreditation letter pdf
P015-Accreditation letter.pdf I NEW Uploaded F"e

[ My Agency Doesn't Appear Here

Updated 10/27/2014 02:18PM

Updated 08/04/2015 01:1

Accreditation Agency Accrediting Bureau of Health Education Schools (ABHES) A

Accreditation Date | Jan 0001 Expiration Date  Jan 0001

Conditions Support | o
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Renewal Application: Section 1 (Continued): If the school has additional institutional or
programmatic accreditors they can added by clicking on the “Add Accreditation” button and entering
the appropriate information in the same manner. If the school has changed or dropped any
accreditation they can also remove the accreditation information.

EDvera - Dashboard Documents Help . John Smith ~

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

Please attach a copy of the most recent accreditation letter.

+ Addfies..  Supporting documents

Test-101.docx Updated 07/09/2015 02:42PM ﬂ
Accreditation letter.pdf Updated 10/27/2014 02:18PM ﬁ
2015-Accreditation letter.pdf Updated 08/04/2015 01:18PM E

[T My Agency Doesn't Appear Here x
Accreditation Agency Accrediting Bureau of Health Education Schools (ABHES) red"tatlon Remove this accreditation
ve Acc

Remo

Accreditation Date | Jan 2012 Expiration Date

Conditions

Please attach a copy of the most recent ac

+ Addfies..  Supporting documents

Add New Files

Test-105 docx Updated 07/09/2015 02:42PM E
Accreditation letter.pdf Updated 10/28/2014 03:50PM E

+ Add an Accreditation

Add New Accreditations

Ownership
javascript:void(0) Support | =
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Renewal Application: Section 1 (Continued): After the user has entered the appropriate accreditation
information, the user will be asked to complete information about ownership and federal financial aid.
Please note that if the user clicks “yes” that the school participates in federal financial aid, the user will
be asked to enter information about the school’s USDOE Cohort Default Rate as well as the school’s
USDOE Composite Financial Score. Please provide the most current information.

EDvera - Dashboard Documents  Help W Jonn smith ~ -

1. Institution Information 2. Admissions & Recruting 3. Programs & Instruction 4. Facully & Staff 5. Review & Authorization

Ownership

1. How is the ownership of this institution structured?
Proprietorship Partnership Private Corporation @ Limited Liability Company Publicly Traded Corporation
2. Indicate the legal tax status of your institution.
® For Profit Non Profit

Title IV Federal Financial Aid

. Is the institution approved to participate in Title IV federal financial aid?
® Yes No

Please provide the following information regarding your Title IV disbursements. [ JLUCHIE = et e e me i e e e oy

U.5. DOE Cohort Default 15%
Rate

U.S. DOE Composite 18
Financial Score

5]

. Please explain and upload any relevant documentation from the U.S. DOE

+ Addfies.. Supporting documents

w

Are there any ongaing investigations regarding Title IV federal financial aid?

Y ® N
ol Support | -
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Renewal Application: Section 1 (Continued): The next step is to submit the required financial
responsibility documentation and to enter the school’s current bonding information. Please make sure
to attach the most current financial responsibility documents as requested in directions. If you have
guestions about bonding requirements please contact the Board office.

era - Dashboard Documents Help

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

Financial Responsibility Documentation

Please submit the following documents as evidence of the fiscal responsibility of the applicant institution:

Institutions that operated as sole proprietorships shall provide the most recently available financial statements, tax returns or other financial documents pertaining to the controlling
principal owners that demonstrate sufficient resources to ensure ongoing operation of the institution.

OR
If the Institution is controlled by a corporation, partnership, limited liability company, or other business entity, the institution shall provide the most recently available financial statements

mtae Business entitv compiled, reviewed, or audited in accordance with Generally Accepted Accounting Principles, prepared by an independent certified public accountant.

+ Add fies.. Supporting dcuments

Bonding Requirements

Schools must maintain a surety bond or other financial guaranty instrument (letter of credit, certificate of deposit. etc) for a minimum of five years after the approval of a school and/or
approval of a new school ownership. After five years, schools may request to be exempted from this requirement and upon approval from the Board, may be granted permission to
cancel their surety bond. Please provide the following information to verify that your surety bond information is current:

Name Of Surety Bond
Company

Surety Bond Number

Surety Bond Expiration
Date

If you have been exempted from the bonding requirements by the Board or approved for use of another financial instrument (letter of credit, certificate of deposit, efc, please explain
below:

Facilities Compliance -l i
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Renewal Application: Section 1 (Continued): The final step in Section 1 is to add the current facilities
compliance documentation that would include a current (within the last 2 years) fire inspection. Once
the user has completed this section, click on “Save and Proceed to Next Section” at the bottom of the
page. Please note that the user can also click on “Save” at any time while completing the document or
“Save and Exit” which will take the user out of the Renewal Application and back to the Documents

section.

EDvera - Dashboard Documents  Help . John Smith ~

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

Schools must maintain a surety bond or other financial guaranty instrument (letter of credit, certificate of deposit, etc) for a minimum of five years after the approval of a school and/or
approval of a new school ownership. After five years. schools may request to be exempted from this requirement and upon approval from the Board, may be granted permission to
cancel their surety bond. Please provide the following information to verify that your surety bond information is current:

Name Of Surety Bond
Company

Surety Bond Number

Surety Bond Expiration
Date

If you have been exempted from the bonding requirements by the Board or approved for use of another financial instrument (letter of credit, certificate of deposit, etc, please explain
below:

Facilities Compliance

All institutions must have a current (completed within the last 2 years) fire inspection on file with the Board. Please upload a copy of your current fire inspection, Note that if the fire
inspection is more than two years old you will need to have a new inspection done and upload a copy of the new fire inspection. (A fire alarm/fire extinguisher report is not a fire
e suciad by a local fire department of the state fire marshal)

+ Addfies.. Supporting documents

Save and Exit Save Save and Proceed o Next Section

@ 2015 EDvera
=
SCYANNA Back to fop

Support |
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Renewal Application Form: Section 2: Once the user has have clicked on “Save and Proceed to Next
Section”, the document will proceed to Section 2: Admissions and Recruiting. This section has only
three (3) items. For Item #1 the user will need to upload a copy of the enroliment agreement checklist
and a copy of the school’s enrollment agreement. Foritem #2 the user will need to upload a copy of the
school’s catalog and a copy of the catalog checklist. For item #3 the user should verify the scholarship
and grant information.

EDvera - Dashboard Documents Help . John Smith ~

Renewal Application

1. Institution Information | 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

1. Please attach a completed [ et Ll = == =8 and a copy of your current Enroliment Agreement(s).

= Add fies.. | Supporting documents

2. Please attach a completed and a copy of your current School Catalog

+ Addfies..  Supporting documents

3. Your school has been approved for the following list of institutional scholarships and grants. If you are no longer offering any of the scholarships or grants listed below please
"uncheck” the box next to the scholarships or or grant below. If you want to have additional scholarships or grants please complete the new scholarship or grant application.

# Test Grant (Approved) [

+ New Internal Grant or Scholarship Application

Save and Exit Save Save and Proceed to Next Section

= @ 2015 EDvera
ECYANNA Back to top

| Support
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Renewal Application: Section 2 (continued): To upload files click on the “Add Files” button and select

the appropriate file from your computer. The user can get a copy of the enroliment agreement checklist
and the catalog checklist by clicking on the links in the form. Once the user has completed the checklists
the next step is to upload the completed checklists into the document.

EDvera - Dashboard Documents Help

400
[@open x|
Renewal Appl ication QUO | |~ My Documents  Working Fies ¥ Edvera Documents v & I Search Edvera Docum...
Organi New fold e 1 @
1. Institution Information =~ 2. Admissions & Recruiting 3. Pro paanes = S = - [ o
728
e P o maol % Documents library e e
g Eas attach a comple E E Emtmmdﬁst and = Edvieis Documeits ge by:
[ Ohio-approved sample Enroliment Agreement "
ppumng documents o L 2015-Accreditation letter “L Enrolment-agreement “L Misc-Item-5
= L Accreditation letter = enrolment-checkist L Misc-Ttem-6
2. Fease aach 3 completes (TR an acopy of e e : "
cseamciammpestil i oo elyelr I Admissions-Requirements I Equipment-List X program description
uppumng documents o | “L advisory-Committee “L Graduation-Requirements X program description-MA-Degree
<3 X catalog-checkiist L Instructor-List =X Program-Curriculum
3. Your school has been approved for the following list of institutional & - : )
"uncheck” the box next to the scholarships or or grant below. If yot “1 "% curent-catalog % Instructors-Degree “% Program-Cbjectives
= . -
i “¥ current-catalog-checklist “L Misc-Item
i Test Grant (Approved) (5] " “L current-Enrolment-agreement | "X Misc-Ttem-2
+ New Internal Grant or Scholarship Application x "I current-enrolment-checklst “F Misc-Item-3
.
B Degree-Curriculum “L Misc-Item-4
File name: j IAII Files j
Saveand Exit Save  Save and Proceed to Next Section
Open |v Cancel |

- © 2015 EDvera
ECYANNA Back to top

| Support
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Renewal Application: Section 2 (continued): Once the user has uploaded the file they will see the file

appear below the “Add Files” box. If the user needs to upload another file, click on the “Add Files”
again. If the user needs to remove the file that was previously uploaded, click on the red trash icon on
the far right of the uploaded file.

Dashboard  Documents  Help I Jonn smith ~

Renewal Application

1. Institution Information =~ 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

1. Please attach a completed [ =S B TTRFTPATEETE and a copy of your current Enrollment Agreement(s).

+ Add fles..  Supporting documents

Current-Enroliment-agreement.pdf

Current-enroliment-checklist pdf V) ploaded Files

Remove Files

2. Please attach a completed [| TeTRARRTERAE anc\Q@bpy of your current School Catalog

+ Add fles..  Supporting documents

Current-catalog.pdf Updated 08/04/2015 02:01PM

Current-catalog-checklist.pdf Uploaded Files Updated 08/04/2015 02:01PM

3. Your school has been approved for the following institutional scholarships and grants. If you are no longer offering any of the scholarships or grants listed below please
"uncheck” the box next to the scholarships or or graW below. If you want to have additional scholarships or grants please complete the new scholarship or grant application.

¥ Test Grant (Approved) [5]

+ New Internal Grant or Scholarship Application

Save and Exit Save Save and Proceed to Next Section

@ 2015 EDvera
A
SCYANNA Back to top

| Support
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Renewal Application: Section 2 (continued): The final step in Section 2 of the document is to verify

the scholarship and grant information is correct. If your school has previously been a
institutional scholarships and grants they should show up in the list under question #

pproved for
3. If there are new

institutional grants or scholarships that need to be added please click on the button “+New Internal

Grant or Scholarship Application” and complete the requested application.

Once this section has been completed, the user can click on “Save and Proceed to Ne

xt Section” at the

bottom of the page. Please note that the user can also click on “Save” at any time while completing the

document or “Save and Exit” which will take the user out of the Renewal Application
Documents section.

EDvera - Dashboard Documents Help
Renewal Application
1. Institution Information = 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

1. Please attach a completed [ = 0L it ie = (4 and a copy of your current Enrollment Agreement(s).

+ Add fies.. Supporting documents

Current-Enroliment-agreement.pdf Updated 08/04/2015 02:00PM

Current-enrollment-checklist pdf Updated 0&/04/2015 02:00PM

2. Please attach a completed [ B - (=22 210 and a copy of your current School Catalog

+ Addfies..  Supporting documents

Current-catalog pdf Updated 08/04/2015 02:01PM

Current-catalog-checklist.pdf Updated 08/04/2015 02:01PM

and back to the

Il Jonn Smith ~

3. Your school has been approved for the following list of institutional scholarships and grants. If you are no longer offering any of the scholarships or grants listed below please

"uncheck” the box next to the scholarships or or grant below. If you want to have additional scholarships or grants please complete the new scholarship

# Test Grant (Approved) [T

+ New Internal Grant or Scholarship Application

Save and Exit Save Save and Proceed to Next Section

él_ YANNA

or grant application.

@ 2015 EDvera
Back to top

| Support
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Renewal Application: Section 3: The programs and instruction section requires that you verify the

currently approved programs at your school. On this page you should see two items. One item asks the

types of programs you offered: Residential (on-site) and/or Distance Education. If the school offers

both types of programs please check both boxes. Once the user has answered this question please click

the “Save” button at the bottom of the page.

EDvera -

Dashboard  Documents  Help B John Smith ~

Renewal Application

1. Institution Information

2. Admissions & Recruiting = 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

[# Distance Education

(¥ Resident
=

1. Which instructional programnodes does your institution offer?

2. Please add all programs your institution would like approved.
- If you need to add programs that do not appear on the list below, please complete a new program application
- It any program listed below is no longer being offered or you would like to remave it from your list of currently approved programs, please complete a program discontinuation form
- If you need to make modifications to previously approved program names, program hours or curriculum, or other program related changes, please complete a program change

form.

¥ Accounting - Diploma Program (Approved) [Z55
¥ Bartending And Serving - Certificate Program (Approved) [0

[~i]

Assisting - iate Of Applied Science (Approved) [0

¥ Medical Assisting - Diploma Program (Approved) [T50

+ New Program Application + Program Discontinuation Form + Program Change Form

Save and Exit

Save

Save and Proceed to Next Section

= © 2015 EDvera
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Renewal Application: Section 3 (Continued): Under question #2 you should see a list of programs.

Programs that are currently approved should appear in the list under question #1 in green. If you have a
program that is pending approval or is in some other status, it will appear in red. If you have any
guestions about the list of programs please contact the Board office. If you need to make any program
changes please click on one of the boxes at the bottom of the program list. To change a program name
or make any change to currently approved programs please complete the Program Change Form. If you
have discontinued offering a program and no longer want to have it approved, please complete the
Program Discontinuation Form. To request approval for any new programs please complete the New
Program Application.

Once this section has been completed, the user can click on “Save and Proceed to Next Section” at the
bottom of the page. Please note that the user can also click on “Save” at any time while completing the
document or “Save and Exit” which will take the user out of the Renewal Application and back to the
Documents section.

EDvera - Dashboard  Documents  Help - John Smith ~

Renewal Application

1. Institution Information 2. Admissions & Recruiting = 3. Programs & Instruction . Faculty & Staff 5. Review & Authorization

1. Which instructional program modes does your institution offer?
¥ Distance Education

¥ Resident

2. Please add all programs your institution would like approved.
- If you need to add programs that do not appear on the list below, please complete a new program application
- If any program listed below is no longer being offered or you would like to remave it from your list of currently approved programs, please complete a program discontinuation form
- If you need to make modifications to previously approved program names, program hours or curriculum, or other program related changes. please complete a program change
form.

¥ Accounting - Diploma Program (Approved) [
¥ Bartending And Serving - Certificate Program (Approved) [0 List of currently approved programs
=] ical Assisting - iate Of Applied Science (Approved) [

¥ Medical Assisting - Diploma Program (Approved) @

I + New Program Application + Program Discontinuation Form + Program Change Form I

Save and Exit Save Save and Proceed to Next Section

= ® 2015 EDvera
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Renewal Application: Section 4: Section 4 requires that the user upload a list of current faculty,
identify any current agents and verify the current school director. Please upload the lists of current
faculty and agents as requested in questions 1 and 3. If the name of the current Director is incorrect,
the user should click on the “Director Change Form” to submit information about the current school

director.

EDvera - Dashboard Documents Help . John Smith ~

Renewal Application

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Facully & Sta 5. Review & Authorization

1. Please upload a list of your current instructors. The jat should contain the following information: Instructor name, gualifications including formal training/education and documented
i i lidond nt. The instructors can be on an institutional form or accreditation form so long as it contains the information listed above

+ Add fles.. | Supporting documents Upload Facultv Llst

2. The ing i alsd cdice alav @' vour institution. Please uncheck any directors that are no longer at your institution, or submit an additional new

Current school director

tor's Information)

+ Director Change Form

To change the school director click here

3. Please submit the names of your current 2%

+ 2ddfies.  Supporting documents Upload Agent List

Save and Exit Save Save and Proceed to Next Section

© 2015 EDvera
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Renewal Application: Section 4 (Continued): When the requested faculty and agent information has
been entered and the name of the current director listed is correct, the user should click on “Save and
Proceed to the Next Section” which will take the user to Section #5: Review and Authorization.

vera - Dashboard  Documents  Help John Smith

Renewal Application

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction =~ 4. Faculty & Staff = 5. Review & Authorization

1. Please upload a list of your current instructors. The list should contain the following information: Instructor name, gualifications including formal training/education and documented

work experience, and list of courses taught. The list of instructors can be on an institutional form or accreditation form so long as it contains the information listed above.

= Add fies.. = Supporting dg

Updated 08/04/2015 02:31PM i |

2. The following list contains all'g@ghe directors that we have on file for your institution. Please uncheck any directors that are no longer at your institution, or submit an additional new
director request for any directors not shown here.

¥ Tim Laseke: Director For Cyanna Test School (Please Start A Change Application To Update This Director's Information)
+ Director Change Form

3. Please submit the names of your current admissions representatives (agents) or attach a list of your current admissions representatives (agents)

o+ Add fies..  Supporting g

Agent List.pdf

Save and Exit Save

Uploaded Agent List

Updated 08/04/2015 02:31PM [ i |

Save and Proceed to Next Section

= @ 2015 EDvera
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Renewal Application: Section 5: In Section #5 the user can review the information that has been
previously entered into the Renewal Application.

EDvera - Dashboard Documents Help . John Smith ~ -

Renewal Application

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Facully & Staff | 5. Review & Authorization

General

School Name Cyanna Test School Phone Number 614-867-5309

Address Fax Number

Web Address http

Ohio County | Frankiin Fiscal Year Gross Tuition
Income

Crrent Student
Enroliment

Contacts

Primary Contact School Director | TIn

Accreditations

Accrediting Commission of Career Schools and Colleges (ACCSC)

Accreditation Date Expiration Date

« Mar 2013 + Mar 2017 Support | -
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Renewal Application: Section 5 (Continued): Once the user has reviewed the information, the form is
ready to be submitted. The user can click on the attestation at the bottom of the page and click
“Submit” and the Renewal Application will be submitted to the SBCCS staff for review.

EDvera - Dashboard Documents Help . John Si -

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff =~ 5. Review & Authorization

. Please upload a list of your current instructors. The list should contain the following information: Instructor name, qualifications including formal training/education and documented
work experience, and list of courses taught. The list of instructors can be on an institutional form or accreditation form so long as it contains the information listed above

B Faculty List pdf

[S]

. The following list contains all of the directors that we have on file for your institution. Please uncheck any directors that are no longer at your institution, or submit an additional new
director request for any directors not shown here

o TIm Laseke: Director for Cyanna Test School

w

Please submit the names of your current admissions representatives (agents) or attach a list of your current admissions representatives (agents).

B Agent List.pdf

Attestation

[} BI clicking this checkbox you are verifying that to the best of your knowledge and belief the forgoing information is true and correct.

Save and Exit Save Submit B

@ 2015 EDvera
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Renewal Application: Section 5 (Continued): Once the user has submitted the form it will be “Pending

III

Office Operations Approval” (see below). The user can also print the form or download an electronic zip

file of the Renewal Application on this page.

= - Dashboard Documents Help . John Smith ~

Document has been saved

Re newal Application <€ Back to Document: ® Download = #& Print

Submission = Comments @ [ Status:

General
School name Cyanna Test School Phone number 9
Address Fax number 614-555-2222
4321
Web address http//cyanna.con
Ohio county Franklin Fiscal year gross tuition
income
Crrent student
enroliment
Contacts
Primary contact School director | TIm Laseke

Accreditations

Accrediting Commission of Career Schools and Colleges (ACCSC)

Accreditation Date Expiration Date
« Mar 2013 « Mar2017

Conditions Support | -
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Renewal Application: Approval Process: When the user returns to the documents section they will
now see the Renewal Application is “Pending Office Operations Approval”. When the user has reached
this point, the next step will be to wait until the documents that have been submitted are reviewed by
the SBCCS office. Once the documents have been reviewed, the user will receive an email notice and
you can log back into the system to assure that the forms have been accepted and/or to correct any
errors or omissions. To review the submitted document click on the “View/Comment” box.

I Jonn Smith ~

EDvera - Dashboard Documents Help

Documents

New =~ 0| InProgress | Document Archive

Renewal Application

View/Comment

Cyanng g ATaTa

04~_0g_1

= @ 2015 EDvera
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Renewal Application: Approval Process: After the forms have been reviewed by the SBCCS staff, the

user can log back into the system and return to the Documents section to review pending documents.
In the example below, the status of the Renewal Application has changed from “Pending Office
Operations Approval” to “Reverted”. When a document is in “Reverted” status, it means that the user
needs to correct the reverted document. To make corrections, the user should first click on the
“View/Comment” button to review any comments made by the SBCCS staff about the reverted
document. To make changes to the reverted document, the user will need to click on the “Edit/Submit”
button. In this example, the user will click on the “View/Comment” button.

EDvera - Dashboard ~ Documents  Help [l John smith -
Documents
New ~ In Progress Document Archive
Renewal App"cation Edit/Submit | View/Comment

Cyanna Test School (20 §6-08-04)

Status:

p @ 2015 EDvera
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Renewal Application

Renewal Application: Approval Process (Continued): When the user clicks on the “View Comment”

button they will be returned to the currently pending Renewal Application. There are three tabs at the
top of the form: “Submission”, “Comments” and “Status”. In the example below the user is currently
looking at the “Submission” section which shows the information that has been submitted. [Note: No
edits to the submission can be done in this section. The user must return to the previous page and
select “Edit’/Submit” to edit the information.] In the “Comments” there is a “1” indicating that a
comment has been made. To read the comment click on the “Comments” tab.

EDvera - Dashboard Documents Help . John Smith ~

< Back to Documenis = ® Download =~ & Print

Renewal Application

Submission ICummeﬂtsn I Status

General

School name

Address

Ohio county

Contacts

Primary contact

Accreditations

Phone number

Fax number

Web address

Fiscal year gross tuition
income

Crrent student
enroliment

School director

Accrediting Commission of Career Schools and Colleges (ACCSC)

Accreditation Date
= Mar 2013

Expiration Date
* Mar 2017

Conditions

Accreditation letter

Support | -
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Renewal Application: Approval Process (Continued): When the user clicked the “Comments” tab
they are brought to this page that shows the comment that was made. The comment below instructs
the user as to what corrections need to be made to this document. In order to make the corrections the

user will need to return to the “Documents” section.

EDvera - Dashboard Documents Help . John Smith ~

(D Download = & Print

<€ Back to Documents

09:46 AM EDT on 05 Aug 2015 (3 minutes ago)

Renewal Application
Submission]  Comments @ | Status:

John Ware

Please input the requested bonding information in Section 1 of the document. After that is done please re-submit the document.

© 2015 EDvera
Back to top

| Support
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Renewal Application: Approval Process (Continued): To make corrections to any document the user
needs to click on the “Edit/Submit” button next to the form. Note that only documents that need

corrections have an “Edit/Submit” button. In the example below, the user will click on “Edit/Submit” to
make corrections to the Renewal Application.

EDvera - Dashboard  Documents  Help Il sonn smith ~
Documents
New ~ | InProgress = Document Archive

To make corrections click | [or——

Renewal Application

on this button

Cyanna Test School (2015-08-04)

Status:

E ©2015 EDvera
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Renewal Application: Approval Process (Continued): When the user clicked on “Edit/Submit” for the
Renewal Application they are brought back to the currently pending document which can now be edited

or corrected based upon the comments that the user previously viewed.

EDvera - Dashboard Documents Help . John Smith ~

Renewal Application

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff 5. Review & Authorization

General
School Name Cyanna Test School Country United States A
Phone Number | 614-867-5309 Street1 456 Main St.
Fax Number 614-555-2222 Street 2
Web Address cyanna.com City Columbus
Fiscal Year Gross Tuition State Ohio v

Income

Zip Code 43215
Current Student

Enroliment
County | Franklin v

Contacts

Primary Contact John Smith (johnsmith@cya + & + School Director | Tim Laseke (actest33@test. v &  +

Accreditations

Please list details for each accreditation that you hold. Please note, SBCCS is not an accreditor. Click on the "Add an Accreditor” button to add accreditation details.

Support | -
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Renewal Application: Approval Process (Continued): Scrolling down in the document the user can
make the corrections to the surety bond information that was requested in the previously viewed
Comment. After the corrections are made the user should make sure to save the document again using
one of the save buttons at the bottom of the document. If the user needs to make corrections in other
sections of the document they can click “Save and Proceed to Next Section” which will send the user to
Section 2 (Admissions & Recruiting) of the document. If, as in this case, no other corrections are needed
the user can click “Save” and then click Section 5 “Review and Authorization” to go to the end of the

document and re-submit it for review.

B inhn emith -

To re-submit the document

go to this section

Dashboard Documents

Help

1. Institution Information 2. Admissions & Recruiing 3. Programs & Instruction 4. Faculty & Staff

Bonding Requirements

of a school and/or

Schools must maintain a surety bond or other financial guaranty instrument (letter of credit, certificate of deposit, etc) for a minimum of five years after the a8
bd permission to

approval of a new school ownership. After five years, schools may request to be exempted from this requirement and upon approval from the Board, may be g
cancel their surety bond. Please provide the following information to verify that your surety bond information is current:

Name Of Surety Bond  ABC Bonding Company
Company

Surety Bond Number | 12345678 Enter the requested corrections

Surety Bond Expiration  August 31 2016
Date

If you have been exempted from the bonding requirements by the Board or approved for use of another financial instrument (letter of credit, certificate of deposit, etc, please explain
below:

Facilities Compliance

Al institutions must have a current (completed within the last 2 years) fire inspection on file with the Board. Please upload a copy of your current fire inspection, Note that if the fire
inspection is more than two years old you will need to have a new inspection done and upload a copy of the new fire inspection. (A fire alarm/fire extinguisher report is not a fire
inspection. A fire inspection is conducted by a local fire department of the state fire marshal)

+ Addfies.. Supporting documents

Misc-ltem-3_pdf Updated 08/04/2015 02:40PM ﬁ

Saveand Exit  Save = Save and Proceed to Next Section Save the document

Support | -
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Renewal Application: Approval Process (Continued): In the Review and Authorization section the
user can review the Renewal Application including any changes that were made. Once the user has
reviewed the information, the user should scroll to the bottom of the page and click on “Re-Submit”.
[The user can also click on “Save” or “Save and Exit” if they are not ready to re-submit.]

EDvera - Dashboard Documents  Help . John Smith ~

5. Review & Authorization

1. Institution Information 2. Admissions & Recruiting 3. Programs & Instruction 4. Faculty & Staff

1. Please upload a list of your current instructors. The list should contain the following information: Instructor na
work experience, and list of courses taught. The list of instructors can be on an institutional form or accreditation form so long as it contains the information listed above

e_gqualifications including formalfraining/education and documented

| Faculty List.pdf

2. The following list contains all of the directors that we have on file for your institution. Please uncheck any directors that are no longer at your institution, or submit an additional new
director request for any directors not shown here

o TIm Laseke: Director for Cyanna Test School

3. Please submit the names of your current admissions representatives (agents) or attach a list of your current admissions representatives (agents).

B Agent List pdf

Attestation

¥l By clicking this checkbox you are verifying that to the best of your knowledge and belief the forgoing information is true and correct.

Save and Exit Sav Re-submit

@ 2015 EDvera
7
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Renewal Application: Approval Process (Continued): When the user clicked on “Re-Submit” they are
taken back to the page below that shows that the Renewal Application is now “Pending Office
Operations Approval” again. The user can return to correct the remaining documents by clicking on the
“Documents” tab at the top of the page.

W Jonn smith ~

EDvera - Dashboard Documents Help

Document has been saved

Re newal Application < Backto Documents = ® Download & Print
Submission | Comments @ || Status
General
School name Cyanna Test School Phone number 614-867-5309
Address Faxnumber | 614-555-2222
Web address | hitp://cyanna.cor
Ohio county Franklin Fiscal year gross tuition
income
Crrent student
enroliment
Contacts
Primary contact John Smith School director | T
Accreditations
Accrediting Commission of Career Schools and Colleges (ACCSC)
Accreditation Date Expiration Date
« Mar 2013 . Mar 2017
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Renewal Application: Approval Process (Continued): When the user returns to the documents
section, the user will now see the status of the Renewal Application is once again “Pending Office

I"

Operations Approva
corrections are needed, the document will be reverted to the user again. If no additional corrections are
necessary, the document will be approved at the staff level.

. The Renewal Application will be reviewed again by SBCCS staff. If additional

EDvera - Dashboard  Documents  Help Wl sonn smith ~
Documents
New ~ In Progress Document Archive
Renewal Application plekicomment

Cyanna Test School (2015-08-04)

status:

= ® 2015 EDvera
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Renewal Application: Final Steps: Once the user has made all the necessary corrections and all the
Renewal Application has been approved by the SBCCS staff, the Renewal Application process is now
complete and the user will no longer see the document under the “In Progress” tab of the Documents
section. To review the approved Renewal Application the user will need to click on the “Document
Archive” tab.

EDvera - Dashboard  Documents  Help W John Smith ~
Documents
New - In Progress Decument Archive

No document submissions currently in progress.

©2014 EDvera
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Renewal Application: Final Steps: Once the Renewal Application is complete and approved by the

SBCCS staff, the school will be contacted to schedule a site visit. (Please see the information below
concerning the site visit). After the site visit has been completed the application will go before the State
Board of Career Colleges and Schools during a public meeting for final approval. Once the State Board
formally approves the Renewal Application, the school will be issued an updated certificate of
registration and program authorization.

CERTIFICATE OF REGISTRATION RENEWAL
SITE VISIT PREPARATION

The following list identifies documents, data, and school functions that will be
reviewed during your school’s wupcoming renewal site visit with your
consultant/evaluator. This listing is not exhaustive and other documents/data may
be requested for review.

Please set aside a study room where the consultant can go over the material. In
addition, make sure that key administrators (School Director, Admissions Officer,
Financial Aid Director, etc.) are available for questions.

Please have the following materials, information, and documentation available for
examination during the renewal visit:

1. Current school catalog and student enrollment agreement.
2. Faculty personnel files containing educational background, work

experience, college transcripts, instructional assignments, continuing
education training history, evaluations, etc.

3. Current master schedule showing who is teaching what to whom, what
hour and in what classroom, together with student enrollment in each
class.

4. Ten (10) randomly selected student files including:

a. current students

b. graduates

C. students who have withdrawn
5. Completed and compiled student surveys.

6. All course outlines and syllabi.



10.

11.

12.

13.

14.

15.

16.

Ohio/Edvera
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Samples of student schedules.
Minutes of meetings with faculty and staff.
Placement data for graduating students over the last two years.
Current enrollment, graduation, and attrition data by program.
Copies of all recruiting materials, including promotional materials such
as brochures, flyers, newspaper advertisements, direct mail, yellow

pages, etc.

Copies of agent licenses and agent personnel files (if school employs
agents).

Listing of Advisory Committee members for each degree program (if any)
and minutes of meetings.

Names of person(s) responsible for providing academic leadership for
programs and description of academic advisement plan and the names of
academic advisors.

Sample of technical text books and other instructional materials used in
both degree and non-degree programs.

Accrediting documentation (if any), including date and length of
accreditation.
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Notes



