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Version P048 of VA-ONCE updates the application, giving 
Apprenticeship (APP) and On-the-Job-Training (OJT) training 
facilities the ability to submit Enrollment Certifications (VA 
Form 22-1999).

The steps to add an OJT or APP facility remain the same. Enter the 
School Name, Facility Code, and choose Type of Hours – Clock.



On the list of Associated Training Types, select APP_OJT. Click Add. The 
SCOs can now be added as usual.
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Log in and select 
Admin/
Maintenance/
Standard 
Programs.

Once on the 
Standard 
Programs page, 
enter all 
programs that are 
offered at the 
facility.
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For SCOs - Adding a Program to an OJT or APP facility



To add a Program, 
click “Add” at the top 
of the page. The “Edit 
Program” section at 
the bottom of the 
screen will become 
enabled and a 
program can be 
added.  

Complete the Program 
Abbreviation and the 
Program Name.
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After entering the Program Abbreviation and Program Name, go to the VA 
Course Code. Scroll to the bottom of the list and select either APP (997) 
Apprenticeship, or OJT (998) On-the-Job-Training.
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The VA Objective Code will 
automatically fill in the same 
abbreviation, code, and 
description. Click Save and the 
program is added.



Completing and submitting an Enrollment Certification
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The SCO should add the student and complete the Bio page. On the Bio 
page, the Training Type will be APP_OJT.



To start a certification, click Cert at the top of the page and select “New”. 
The “Edit Enrollment area at the bottom of the screen will become enabled.

All fields should be completed as on the paper form. The Term Name field 
is optional, and is not sent to VA. The SCO should select whether the Type 
of Training is Apprenticeship or On-The-Job-Training. Click “Submit” at the 
top of the page.

8



The image in TIMS will look very much like an Enrollment Certification for 
an IHL or NCD, but will contain fields that are specific to the training type 
OJT/APP (those found on the back of the 22-1999).  
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