This Manual is to help  walk you  through the steps to be certified remotely for your courses through the Office of Military and Veteran Success.  Since the Office is closed we need to receive your paperwork electronically.  The easiest and fastest way for you to do this is to save your documents to pdf with microsoft print to pdf feature on laptops and desktops.  This eliminates the need for a printer on a majority of documents that has to be submitted.  The only exception will be the 3rd party billing form for CH 33 Post 911 and CH 31 Vocational Rehabilitation.  Before you submit these documents make sure you are signed up for classes and they fill a requirement  in your degree planner.  

Title 29: 
If you are a dependent of a 100 percent disabled Veteran and receiving Title 29 please send your Title 29 certificate to the Southeastern Account Receivable Office.  The Office of Military and Veteran Success does not need these certificates and should go directly to Lakin in Accounting Receivable.  This Office is not currently open so you will have to mail these certificates to the address listed below.   

Controller's Office

ATTN: Laken McMorris

SLU 10720, Hammond, LA 70402

Download Adobe Reader DC ***You Must Have The Latest Adobe Reader Installed To Fill Out the VCR Form.

Step 1a: Go to the following URL to download Adobe Reader DC from the website: get.adobe.com/reader/

NOTE: Before starting the Adobe Reader DC, please be sure to use Google Chrome browser. NOTE: Make sure the URL is exactly the same as above, as it will detect your operating system. Step 1b: Next, uncheck the optional offers in the second box click Download Acrobat Reader.

Step 1c: Once the download package is complete, Open the downloaded Adobe Reader DC package at the bottom of the browser.

Step 1d: An Install window will appear like below. Once the install is complete with the check marks, click Finish.

GI Bill Benefits: CH30 Montgomery, CH 1606 Reserve, CH 35 DEA (Dependent)
1. Step One is to fill out the VCR (Veteran Certification Request Form) and sign the statement of understanding. Since you do not receive tuition payments, you can disregard the 3rd party billing form.  We will accept electronic signatures in the pdf. 

2. Print to PDF your Class Schedule: Go to Leonet and follow these steps: 


-Self-service>Enrollment>My Class Schedule
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-Select term for which you wish to be certified
[image: image2.png]Term

Career Institution
Spring 2020 Undergraduste Southesstarn LA University
) [summer 2020 Undergraduste Southesstern LA University
el 2020 Undergraduste Southesstarn LA University

Conrmue






- Ensure “printer-friendly” is clicked>Right click and print
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· Select “Print to PDF”
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· Save the file somewhere easily accessible
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3. Go to Self-Service>Degree Progress Report
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· Select the options shown below for both drop-down menus and click “go”
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· The following page is your degree progress report. Right click and print to PDF
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· Save the file someplace easily accessible. You may also select all of the test and paste into Word or screenshot the pages.
4. Email all pdf files to veterans@southeastern.edu
GI Bill Benefits: CH33 Post 911 and CH31 Voc Rehab
1. Step One is to fill out the VCR (Veteran Certification Request Form) and sign the statement of understanding.  We will accept electronic signatures in the pdf. 

2. Print to PDF your Class Schedule: Go to Leonet and follow these steps:  Self-Service, Academic Planning, Enrollment Shopping Cart, Enroll Tab, Select Term,  Continue, My Class Schedule, Right Click Print, then choose the print to pdf option under select printer. Save file as class schedule. 
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3. Degree Planner Audit Step in Leo Net: My Academics, View Degree Progress Report, Select Southeastern and Report Type: Academic Advisement, Right Click Print, then print to pdf. Again make sure classes are in your degree planner. Save file as Degree Planner or Degree Plan. 

4. Email all pdf files to veterans@southeastern.edu
5. You will need to mail your 3rd party billing form to Ms. Laken.  You have to have an official signature on this form.  They will not accept an electronic signature. Send your original signed copy by mail. You should mail the 3rd party billing form with a copy of your driver's license, Your VA Letter (Certificate of Eligibility) to:

Controller's Office

ATTN: Laken McMorris

SLU 10720, Hammond, LA 70402
