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Office Overview

 One FTE: Certifying Official 80%, Residency Officer, 
Veteran Services, and Tri-Chair of  Veteran and Military 
Connected Committee 20% 

 Over 700 certifications per quarter
 Office Staff: 1 Graduate Assistant and 4-5 work study 

students
 GA works 2 days a week/optimal schedule: 2 work 

studies at a time
 Office Hours 8:30-5:00;  Appointment Hours 9:00-3:30



Communication Plan

 Professional logo developed

 Professional signage around office

 Campus Announcements

New web-site: 
http://www.wright.edu/veterans



Office Signage

“Due to 
unforeseen 
reduced staffing 
levels today, 
services are 
available by 
appointment only."



Campus Announcements



Office Hours vs. Appointments

 Created an appointment book with available times for 
new students

 Student drop-off of continuing paperwork accepted
 Students receive appointment card with date/time/needed 

forms



New Website



Processing

In-Processing State

Pre-VA-ONCE Processing

VA-ONCE Processing



In-Processing Stage

 New students schedule an appointment when registered 
for classes

 Work-studies or GA reviews initial benefit paperwork at 
the appointment 

 Appointment with prospective students to discuss WSU 
and benefits (not week prior or first week of quarter) 

 Appointment with CO if concern cannot be resolved by 
work-study or GA



Pre-VA ONCE Processing

 The student submits Veterans Enrollment 
Report to VA office

 Student schedule verified in BANNER, vet 
code entered in BANNER, tuition and fee bill 
printed if Chapter 33 by work-studies or 
Graduate Assistant



VA ONCE Processing 

 Enrollment created in VA ONCE by work-studies or GA

 CO certifies VA ONCE and prints certification

 Work studies or GA enters Chapter 33 student information 
on spreadsheet with percentage eligibility and tuition/fees for 
Office of the Bursar

 Chapter 33 spreadsheet sent weekly around fee payment 
deadlines



Post 9/11 Complexities/Strategies

 Constant communication (daily) with Office of the Bursar 
liaison

 Notify students immediately via phone or e-mail if unable to 
submit certain class/fee etc. Contact departments if necessary 
to “speed up” registration.

 Reconciliation/discrepancy report done 2-3 times quarterly vs. 
weekly

 Use work-studies!



VA ONCE Tip #1

 Great for quick statistics-number of students, majors, etc.



VA ONCE Tip #2

 Create custom comments



VA ONCE Tip #3

 Pre-loaded term dates vs. customized program dates
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Questions?


