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Edvera “Reverted” Documents 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
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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 correcting a reverted document is the click on the “Documents” tab.

EJ Dashboard : EDvera  x §__

€ — C' | https://oh.edvera.com/dashboard Tee =
EDvera - Dashboard Documents Help [l John Smith ~
Dashboard
Institution Information Regulatory Information
organizatinn 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 614-867-3309 .
+ Accounting
Toll Free Number

Fax Number 614-555-2222

«+ Bartending
+ Medical Assisting

Web Address  hitp://cyanna.com + Medical Assisting
# Edit Phone, Fax, and Web iusing
@ 2014 EDvera
Ve
SCYANNA Back to top

Support
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Reviewing and Correcting Reverted Documents: Under the Documents section the user will be able
to review documents that are in progress. In the example below, the Data Verification Form is still

“Pending Office Operations Approval” but the status of the Program Verification Forms has changed.
Three of the Program Verification Forms have been “Approved” and two of the forms have been
“Reverted”. The user will need to correct the reverted forms. To make corrections, the user should click
on the “View/Comment” button. In this example, the user will click on the “View/Comment” button for
the Nursing program. [Note that while this example focuses on the reverted Program Verification forms
the same steps would apply to correcting other reverted documents]

EDvera - Dashboard  Documents  Help Il John Smith ~

Data Verification Form View/Comment

Cyanna Test School (2014-10-27
LS E 1B Pending Office Operations Approval I

Supporting document submissions:

Program Verification Form View/Comment
Medical Assisting - Diploma Program (2014-10-28)
Status: Appmved

Program Verification Form
Medical Assisting - Associate of Applied Science (2014-10-28)
Status: e

View/Comment

Program Verification Form Edit/Submit View/Comment
Nursing - Diploma Program (2014-10-28)
Status: Reverted

Program Verification Form View/Comment
Bartending - Certificate Program (2014-10-28)
Status: LYT0OT

Program Verification Form Edit/Submit View/Comment
Accounting - Diploma Program (2014-10-28)

Status:

— I Support | 5
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Reviewing and Correcting Reverted Documents (Continued): When the user clicks on the “View
Comment” button they will be returned to the Program Verification Form. 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.

Dashboard Documents Help . John Smith ~

Prog ram Verification Form < Back to Data Verification Form  # Generate Zip & Print

Submission | Comments @} || Status:

Program Information

Program name | Nursing Estimated program tuiton ~ $0.00
Estimated program fees | $0.00
Program award level Diploma Program
Estimated program other $0.00
Length of program costs

Program hours

2d Nurse (RN, ASN,

Cip code

Program Hours

Clock  Credit e N Ve | Suppon | =l

H1B% v g
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Reviewing and Correcting Reverted Documents (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 Nursing Program Verification
Form. In order to make the corrections the user will need to return to the “Documents” section.

EDvera - Dashboard  Documents  Help W John Smith ~

Prog ram Verification Form < Back to Data Verification Form &2 Generate Zip & Print

Submission | Comments @) | Status:

John Ware 02:13 PM EST on 11 Dec 2014 (9 minutes ago)

The program was missing the following items:
1. List of clinical sites

2. List of program equipment.

Please correct and re-submit.

: © 2014 EDvera
ECYANNA Back to top

| Support |

https://oh.edvera.com/documents/92/document_submissions/8741#document_comments + 125% ¥ v
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Reviewing and Correcting Reverted Documents (Continued): To make corrections to any of the forms

the user needs to click on the “Edit/Submit” button next to the form. Note that only forms the need
corrections have an “Edit/Submit” button. In the example below, the user will click on “Edit/Submit” to
make corrections to the Nursing Program Verification Form.

EDvera - Dashboard ~ Documents  Help [l Jonn Smith ~

Data Verification Form View/Comment

Cyanna Test School (2014-10-27)
Status:

Supporting document submissions:

Program Verification Form View/Comment
Medical Assisting - Diploma Program (2014-10-28)

Status:

Program Verification Form
Medical Assisting - Associate of Applied Science (2014-10-28)
Status: [

View/Comment

Program Verification Form
Nursing - Diploma Program (2014-10-.

Status:

Edit/Submit View/Comment

Program Verification Form View/Comment
Bartending - Certificate Program (2014-10-28)

Status: T

Program Verification Form Edit/Submit View/Comment

Accounting - Diploma Program (2014-10-28)

Status:

| Support | B

®125% ¥ g
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Reviewing and Correcting Reverted Documents (Continued):  When the user clicked on
“Edit/Submit” for the Nursing program they are brought back to the Program Verification form for the

Nursing Program which can now be edited or corrected based upon the comments that the user
previously viewed.

EDvera - Dashboard  Documents  Help Il John Smith ~

Program Verification Form

Program Information

Program Name Nursing Estimated Program $ 10000
Tuition
Program Award Level Diploma Program j Estimated Program Fees $ 1000
Length Of Program
Estimated Program Other $ 500
Sas j Costs

CIP Code 51.1601 - Nursing/Registered Nurse (RN, ASN, BSN, MSN). -

Enter CIP codes in the format .35, You can also search using keywords. See nces.ed.gov for more information.

Program Hours

Total Or Per Week @& Total ¢ Per Week | Support | B

®125% v 4
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Reviewing and Correcting Reverted Documents (Continued):  Once the user has made the necessary
corrections, 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 [l John Smith ~

<+ Addfiles.. Supporting documents

6. Is the program a “Major’?
C Yes @ No

7. Is this program a "Concentration"?
C Yes @& No

Program Award Level Information

There are no questions te be displayed for the award level chosen.

Save and Exit = Save] Re-submit

) © 2014 EDvera
SCYANNA Back to top

=
I Suppoﬂ =
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Reviewing and Correcting Reverted Documents (Continued): When the user clicked on “Re-Submit”
they are taken back to the page below that shows that the Nursing Program Verification Form 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.

EDvera - Dashboard ~ Documents  Help

[ John smith ~

Document has been saved.

Prog ram Verifi cation Form < Back to Data Verification Form = B2 Generate Zip & Print

Submission Comments o E1C IO Pending Office Operations Approval

Program Information
Program name Nursing Estimated program tuition
Estimated program fees

Program award level Diploma Program

Estimated program other

Length of program costs

Program hours

Cip code 51.1601 - Nursing/Registered Nurse (RN, ASN

Pranram Haniirs

$10,000.00

$1,000.00

| Support | El

HAB% v g
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Reviewing and Correcting Reverted Documents (Continued): When the user returns to the
documents section, the user will now see the Nursing Program Verification Form is “Pending Office

Operations Approval” again. The Nursing Program Verification Form will be reviewed again by SBCCS
staff. If additional corrections are needed, the form will be reverted to the user again. If no additional
corrections are necessary, the form will be approved. In the example below, the user will continue the
process of making corrections by clicking on “View/Comment” to view the comments related to the
Accounting Program Verification Form which was also reverted.

EDvera - Dashboard ~ Documents  Help [ Jonn smith ~

EIEH Approved

Program Verification Form View/Comment
Bartending - Certificate Program (2014-10-28)

Status:

Program Verification Form Edit/Submit View/Comment
Accounting - Diploma Program (2014-10-28)
Status:

Program Verification Form View/Comment
Nursing geRiplas - 4 2
[5 105 Pending Office Operations Approval

: ©2014 EDvera
ECYANNA Back to top

| Support | =

w125% v g
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Reviewing and Correcting Reverted Documents (Continued): When the user clicked on the “View
Comment” button they were returned to the Accounting Program Verification Form. 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.] Inthe “Comments” there is a “1” indicating that a
comment has been made. To read the comment click on the “Comments” tab.

Dashboard Documents Help . John Smith ~

Prog ram Verification Form ¢ Back to Data Verification Form | &= Generate Zip & Print

Submission ~ Comments @)  Status:

Program Information
Program name | Accounting Estimated program tuiton | $10,000.00

Estimated program fees  $500.00

Program award level | Diploma Program
Estimated program other $0.00
Length of program 52 costs
Program hours 850
Cip code 52.0301 - Accounting

Program Hours

| Support | B

®125% v 4

Clock Credit Alt
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Reviewing and Correcting Reverted Documents (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 Accounting Program Verification Form.
In order to make the corrections the user will need to return to the “Documents” section. The user will
then proceed to make the necessary corrections to the Accounting Program Verification Form and re-

submit the form for review.

EDvera - Dashboard  Documents  Help W John Smith ~

Prog ram Verification Form < Back to Data Verification Form  #2 Generate Zip & Print

Submission = Comments @)  Status:

John Ware 02:16 PM EST on 11 Dec 2014 (21 minutes ago)

The document is missing the following information:
1. List of instructors.
Please add this information and re-submit.

= © 2014 EDvera
ECYANNA Back to top

| Support |

" 125% v g
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Document Submission: Final Steps: Once the user has made all the necessary corrections and all the
Document has been approved by the SBCCS staff, the process is now complete and the user will see the

information on the page below under the “In Progress” tab of the Documents section.

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

No document submissions currently in progress.

© 2014 EDvera
ECYANNA Bacidg oy

| Support I

R1%% v g
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Document Submission: Final Steps: If the user wants to review the submitted documents, the forms
can be viewed under the “Document Archive” tab in the Documents section. In the example below the
user can see that the Data Verification Form has been approved.

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

View

Data Verification Form

Cyanna Test School (2014-10-27)

status: (Y]

= © 2014 EDvera
ECYANNA Back to top

| Support |
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