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CHAPTER 6. APPROVAL INFORMATION IN OLAF (ON-LINE APPROVAL FILE)





SUBCHAPTER I.  GENERAL





6.01  OLAF





	a.  General.  ELRs (Education Liaison Representatives) use OLAF to maintain information on approved educational institutions, job training establishments, and programs.  ELRs can use OLAF to maintain compliance survey information.  ELRs are responsible for adding records of newly approved educational institutions and job training establishments and revising records upon receipt of information from SAAs (State Approving Agencies), educational institutions, or job training establishments.





	b.  Update Access.  ELRs and other designated Education Services Unit employees have update access.  ELRs are not limited to maintaining OLAF records for an RO (Regional Office) or a state.  [CELOs (Chief Education Liaison Officers)] may designate ELRs to process approval actions for another state, either permanently or temporarily, without requesting a change to OLAF.





	c.  Inquiry Access.  RPO (Regional Processing Office) and RO (Regional Office) Veterans Benefits Counselors, VCEs (Veterans Claims Examiners), ECMs (Education Case Managers), [VSRs (Veterans Service Representatives), VR&E (Vocational Rehabilitation and Employment)], and Finance employees have inquiry access to the OLAF records at all ROs.





	d.  National Database.  OLAF records are stored in a national database.  Users have the option of searching for approval information for records maintained by a specific RO or searching all the records in the database.  Facilities of all types are included in the database.  It is not possible to restrict searches to a particular type of training or search for a particular program.





	e.  Design.  OLAF is a Windows application.  Users have the option of using drop down menus or combinations of key strokes to start a process.  For example, hold down the ALT key and press the letter F to select File on the Main Menu screen.  Use the up and down arrow keys to highlight the desired entry and press the Enter key.  On the screens, users can use the mouse to move the cursor to the desired field or press the Tab key to scroll through fields.  Processes are started by clicking the appropriate button on the screen.  Users may minimize, maximize, or close OLAF by clicking the buttons in the upper right hand corner of the screen.





	f.  Screen Entries.  To make entries easy to read, all information appears in all capital letters.  Drop down boxes are provided with standardized entries.





	g.  [Security.  Access to OLAF is controlled by the CSS (Common Security Services) module.  RPO Education Officers and CELOs and RO Service Center Managers and VR&E officers need to notify the RPO's or RO's security officer of each employee's level of access.





	(1) OLAF Level 1 allows the user to perform all functions to include adding, modifying, and deleting records.  This level is restricted to ELRs, Education Compliance Survey Specialists, and clerical personnel assigned to Education Services Units.  It may be granted to VR&E employees for the purpose of maintaining approvals of facilities approved for chapter 31 training.





	(2) OLAF Level 2 allows the user view access only and is generally assigned to VSRs and other employees who need the information to process claims for education benefits or to answer inquires from persons eligible for education benefits.





	h.]  Help.   OLAF has a help file with additional information.


�
6.02  STARTING OLAF





	a.  Installation.  To install OLAF, click Start, VBAPPS, [and the OLAF] icon.  A screen appears asking for the RO number.  Enter the RO number and click Next.  When the Setup Complete screen appears, place a check in front of “Yes, I want to launch OLAF now” and click Finish.  The [Common Security Services screen shown in figure 6.01 appears.  Enter the password and RO number and click OK.  The Main Menu screen shown in figure 6.02 appears.]





�





Figure 6.01.  [Common Security Services] Screen





�



�





Figure 6.02.  [OLAF Main Menu] Screen





	b.  Subsequent Starts.  Click Start, VBAPPS, [and the OLAF icon.  The Common Security Services screen shown in figure 6.01 appears.  Enter the password and RO number and click OK.  The Main Menu screen shown in figure 6.02 appears.  If ELRs have exited from OLAF but have not shut down their PC, they can restart OLAF by clicking on Start, VBAPPS, and the OLAF icon.  The Main Menu screen appears.





	c.]  Change Station.   The Main Menu screen header shows the RO number and name that ELRs select.  To change the RO, click File and Change Station/State.  The OLAF Station Selection Screen shown in figure 6.03 appears.  Click the down arrow to see the selections.  If ELRs are updating records, they should select their RO number and click Select, Yes, and OK.  ELRs should select the 2 character abbreviation for their State.  When ELRs click Institutions and Add New, OLAF inserts the RO number and State.  If ELRs are doing inquiries, they should select “000 - All Stations” and click Select, Yes, and OK.  The Main Menu screen header changes to show the selection.


�



�





Figure 6.03.  OLAF Station Selection Screen





	[d.]  Exiting.  Click File and Exit or click the “X” in the upper right hand corner to close OLAF.





6.03  MANUAL ORGANIZATION





	a.  Institutions.  Subchapter II contains descriptions of the institution screens and the compliance surveys, terms, and certifying officials screens.





	b.  Programs.  Subchapter III contains descriptions of screens for maintaining information on approved IHL (Institution of Higher Learning), NCD (Noncollege Degree), OJT (On-Job-Training), FLT (flight) programs, and correspondence courses.  It also contains the description of the screens for aircraft approved for flight training programs.





	c.  Add, Modify, and Delete Modes.  Chapter 7 contains the procedures for adding, modifying, and deleting information on institutions, compliance surveys, terms, certifying officials, programs, and aircraft.





	d.  Reports.  Chapter 8, Subchapter II, contains the procedures for generating reports.  It contains the procedures for printing VA Form 22-1998, OLAF Report.


�
SUBCHAPTER II.  INSTITUTIONS





6.04  FINDING THE INSTITUTION





	a.  General.  When ELRs select Institutions and Inquire, Modify, or Delete, the Institution Selection Dialog screen shown in figure 6.04 appears.  Click Cancel to return to the Main Menu screen.





�





Figure 6.04.  Institution Selection Dialog Screen





	b.  Entries.  There are 3 ways to find a facility.  Click the field to the left of Name, Zip Code, or Facility Code to select the criteria.  Enter the name, Zip Code, or facility code and click OK.  OLAF can only search on one field at a time.  Do not make more than one entry.  If you do not make an entry and click OK, a message appears.





	(1)  Name Searches.  The name search is the slowest way.  Enter all or part of the name of the facility in the Name field.   The field can hold up to 40 characters.  Indicate whether the entry is the beginning of the name, part of the name, or the exact name, by making an entry in the appropriate Search Type.  If ELRs are sure how the name of the facility is entered in OLAF, they may enter the entire name and click Exact.  However, if there is any difference between the way ELRs enter the name, and the way the name is shown in OLAF, the program will not find the record.  If ELRs know the first word in the name, they should click Starts With.  If ELRs know one or 2 words in the name of the facility, they should click Contains.  This is the default setting.  For example, if ELRs enter the word “education” and click Contains, OLAF searches for records where the word "education" is anywhere in the Name field.   However, if ELRs enter the word “education” and click Starts With, OLAF searches for records where the word “education” is the first word in the Name field





�



CAUTION:  Do not do searches with general words like "college," "community," "university" with the station set to “000 – All Stations.”  OLAF will find a large number of matching records.  You will have to scroll through the names to find the desired record.





	(2)  Zip Code Searches.  The Zip Code search is faster than the name search but slower than the facility code search.  Enter all or part of the Zip Code in the Zip Code field.   Indicate whether the entry is the beginning of the Zip Code, part of the Zip Code, or the exact Zip Code, by making an entry in the appropriate Search Type.  If ELRs are sure of the Zip Code, they may enter the entire code and click Exact.  If ELRs want a listing of facilities in a metropolitan area, they should enter the first 3 digits of the Zip Code and click Starts With.  For example, if ELRs want all the facilities in the Baltimore metropolitan area, they should enter “212” in the Zip Code field and click Starts With.





	(3)  Facility Code Searches.  The facility code search is the fastest way.  Enter all or part of the facility code in the Facility Code field.   Indicate whether the entry is the beginning of the facility code, part of the facility code, or the exact facility code, by making an entry in the appropriate Search Type.  If ELRs are sure of the facility code, they may enter the entire code and click Exact.  If ELRs know the beginning of the facility code, they should click Starts With.





	c.  Finding an Institution.  If no matching records are found, a message appears.  If only one matching record is found, the Facility Identity screen shown in figure 6.06 appears.  If more than one matching record is found, the bottom of the screen changes as shown in figure 6.05.  The screen shows name, city, and state for each matching record.  ELRs may need to scroll through them to find the one they want.  Highlight the name.  Double click it.  If the name does not appear, enter another name, Zip Code, or facility code and click OK.





�





Figure 6.05.  Institution Selection Dialog Screen with Matching Records





	d.  Multiple Institutions.  If multiple matching records are found, ELRs can select a record to review.  If the record is not the desired one, ELRs can return to the Institution Selection Dialog screen by clicking OK on the Facility Identity screen and select another record.





	e.  Title Bar.  When the facility name appears in the title bar, ELRs can return to the Facility Identity screen by clicking Institution and Inquire, Modify, or Delete.





6.05  FACILITY IDENTITY SCREEN





	a.  Screen Format.  When ELRs find the record and double click on the name, the Facility Identity screen shown in figure 6.06 appears.





�





Figure 6.06.  Facility Identity Screen





	b.  Options.  Click the tabs at the top of the screen for the Approval Information and Issues/ Remarks screens.  Click Programs.  Select IHL, NCD, OJT, FLT, Aircraft, or Correspondence.  If the facility does not have approved programs for a specific type of training, the selection is grayed out.  If a facility has approved programs, the appropriate dialog screen appears.  (See subchapter III for additional information.)  Click Surveys for compliance surveys.  (See subparagraph 6.08 for additional information.)  Click Terms for the school's calendar (IHLs and NCDs only). (See subparagraph 6.09 for additional information.)  Click Officials for the certifying officials. (See subparagraph 6.10 for additional information.)  Click Cancel to return to the Institution Selection Dialog screen.





	c.   Field Descriptions.  The names and descriptions of the Facility Identity screen fields follow.








NAME


�



DESCRIPTION�
�
Name�
Enter the name of the facility.


�
�
RO�
Enter the number of the RO of jurisdiction.


�
�
Facility Codes�
Enter the assigned facility codes.


�
�
Address�
Enter the address of the facility.


�
�
City�
Enter the city where the facility is located.


�
�
State�
Enter the state where the facility is located.


�
�
Zip�
Enter the 5 or 9-digit Zip code.


�
�
Phone & Phone 2�
Enter the certifying official's telephone numbers including area codes and extensions.


�
�
Fax�
Enter the fax number including area code and extension.


�
�
E-Mail�
Enter the certifying official's e-mail address.


�
�



6.06  APPROVAL INFORMATION SCREEN





	a.  Screen Format.  When ELRs click the Approval Information tab at the top of the screen, the  Approval Information screen shown in figure 6.07 appears.





�





Figure 6.07.  Approval Information Screen





	b.   Field Descriptions.  The names and descriptions of the Approval Information screen fields follow.





�



NAME


�



DESCRIPTION�
�
Approval�
Enter the effective date of the original approval.


�
�
Revision�
Enter the effective date of the latest revised approval.


�
�
Withdrawal�
Enter the effective date the approval was withdrawn.


�
�
Air Agency Certificate�
Enter the expiration date of a flight school’s Part 141 air agency certificate or Part 142 training center certificate.


�
�
�



�



NAME


�



DESCRIPTION�
�
Title VI�
Enter the appropriate code.


�
�
�
Code�
Legend�
Explanation�
�
�
A�
Compliance Established�
A signed VA Form 27-8206, Statement of Assur- ance of Compliance with Equal Opportunity Laws, from the school or job training establishment is on file.  Compliance is indicated on the Department of Education listing.  The school or job training establishment is a federal facility approved by the Director, Education Service.�
�
�
B�
Compliance Pending�
The school or job training establishment official is reluctant to sign the assurance of compliance.�
�
�
C�
Enforcement


in Progress�
Attempts to obtain voluntary compliance have failed.  The school or job training establishment was referred to the General Counsel for appropriate enforcement proceedings.�
�
�
D�
Non-Compliance�
The Secretary of Veterans Affairs has notified the proper committees of the House and Senate that the school or job training establishment has failed to comply with Title VI.�
�
�
E�
No Authority�
VA does not have jurisdiction over the school or job training establishment for Title VI purposes.


�
�
App Law �
(Applicable Law Code)  Enter the appropriate code.


�
�
�
Code�
Legend�
Explanation�
�
�
0�
Not Approved�
Facility is not approved.�
�
�
1�
Chapter 31 Only�
Facility is approved for chapter 31 only.�
�
�
2�
All Except Ch. 31�
Facility is approved for all chapters except chapter 31.�
�
�
3�
Approved for All�
Facility is approved for all chapters.�
�
�
4�
Chapter 30 Only�
Facility is approved for chapter 30 only.


�
�
Enrollment Limit�
Enter the maximum number of students that may be enrolled in programs offered by a nonaccredited school.


�
�
�



�



NAME


�



DESCRIPTION�
�
Enrollment Ind.


�
(Enrollment Indicator)  Enter the appropriate code.


�
�
�
Code�
Legend�
Explanation�
�
�
A�
All Courses Limited �
All courses or programs are limited.�
�
�
B�
None�
No courses or programs are limited.�
�
�
C�
Combination�
Some courses are limited and some are not.�
�
�
O�
No Max Enrollment�
No enrollment limitations have been established for the courses or programs.�
�
�
S�
Suppress Report�
The ELR wants the report suppressed.


�
�
Course Limit�
Enter the number of approved courses or programs that are affected by the enrollment limitation.


�
�
Catalog Volume & Catalog Volume 2


�
Enter the volumes or numbers of the latest approved catalogs or bulletins.


�
�
Catalog Years & Catalog Years 2�
Enter the academic years covered by the latest approved catalogs or bulletins, for example, 2000 – 2002.


�
�
Reporting Fee Bar�
Enter the appropriate code.


�
�
�
Code�
Legend�
Explanation�
�
�
A�
Payment Barred�
The school, JAC (Joint Apprenticeship Committee), or JATC (Joint Apprenticeship Training Committee) requests not to receive or is not eligible to receive the annual reporting fee.�
�
�
B�
Eligible�
The school is eligible to receive the annual report fee payment. �
�
�
C�
JATC�
A JAC or JATC requests to receive the annual reporting fee payment and is eligible.


�
�
Under Grad Req.  


�
(Undergraduate Full Time Requirement)  Enter the school’s minimum full-time undergraduate requirement.


�
�
Modifier�
Enter the appropriate code.


�
�
�
Code�
Legend�
Code�
Legend�
�
�
C�
Clock�
R�
Credit�
�
�
Q�
Quarter�
S�
Semester


�
�
Graduate Req.  


�
(Graduate Full Time Requirement)  Enter the school’s minimum full-time graduate requirement.


�
�



�
6.07  ISSUES/REMARKS SCREEN





	a.  Screen Format.  When ELRs click the Issues/Remarks tab at the top of the screen, the Issues/ Remarks screen shown in figure 6.08 appears.





�





Figure 6.08.  Issues/Remarks Screen





	b.   Field Descriptions.  The names and descriptions of the Issues/Remarks screen fields follow.








NAME


�



DESCRIPTION�
�
Waiver�
Check if the school has a 35 percent waiver.


�
�
Advance Pay�
Check if the school has agreed to receive advance payments.


�
�
Pay List�
Check if the school wants to receive the monthly pay listing.


�
�
Checks to School�
Check if education benefit checks may be sent to the school's address.


�
�
Independent Study�
Check if the school has one or more independent study courses approved.


�
�
Cooperative�
Check if the school has one or more cooperative training programs approved.


�
�



�



NAME


�



DESCRIPTION�
�
Accreditation�
Check if the school is approved as accredited.


�
�
Practical Training�
Check if the school has one or more practical training courses approved.


�
�
VACERT�
Check if the school has signed the Memorandum of Understanding to use VACERT or VANetCert.


�
�
IHL Exempt�
Check if RPO VCEs and VCMs do not have to review the approval of IHL programs offered by this school before processing education awards.


�
�
Branch�
Check if the school has approved additional facilities and/or branch locations.


�
�
April Active�
Check if the school appears on the April RCS 20–0260, Education Trainees at Active Institutions, report.


�
�
TV�
Check if the school has one or more open circuit television courses approved.


�
�
Remedial�
Check if the school has one or more remedial or deficiency courses approved.


�
�
ELR's Name�
Enter ELR's name.


�
�
ELR's Phone�
Enter ELR's telephone number.


�
�
Tax ID�
Reserved for future use.


�
�
Remarks�
Enter additional information about this facility.


�
�



6.08  COMPLIANCE SURVEY SCREENS





	a.  General.  After finding a facility, click Surveys.  The Survey Selection Dialog screen shown in figure 6.09 appears.  Surveys appear in numerical order by the date the compliance survey was conducted.  Highlight the desired survey and click Add, Delete, or Modify.  Click Cancel to return to the Institutional Processing screen.





NOTE:  If ELRs click on Institutions and Inquiry, the Add and Delete buttons are grayed out and  Modify is replaced by View.  ELRs must click View to see the compliance survey screens.





�





Figure 6.09.  Survey Selection Dialog Screen





	b.  Survey Screens.  Survey information appears on 3 screens.  The Survey screen is shown in Figure 6.10.  The Ref/Rep Dates screen is shown in Figure 6.11.  The Cases/Notes screen is shown in Figure 6.12.  Click the tabs at the top of the screen to move from one screen to the next.  Click Cancel to return to the dialog screen.  The compliance survey that was just added, modified, or viewed remains highlighted.





�





Figure 6.10.  Survey Screen





	c. Field Descriptions.  The names and descriptions of the Survey screen fields follow.


�



�



NAME


�



DESCRIPTION�
�
Type�
Check the type of training reviewed during the compliance survey.


�
�
Survey�
Enter the date the compliance survey was conducted.


�
�
Reason�
Enter the appropriate code.


�
�
�
Code�
Legend�
Code�
Legend�
�
�
1�
Periodic�
5�
100% Audit�
�
�
2�
New Facility�
6�
Remote�
�
�
3�
Follow-up�
7�
Expanded Liaison�
�
�
4�
Expanded Survey�
8�
Other


�
�
Closed�
Enter the date the compliance survey was closed.


�
�
Report�
Enter the date the compliance survey report was completed.


�
�
Next Survey�
Enter the projected date for the next compliance survey at this facility.


�
�
Next Reason�
Enter one of the codes shown above under Reason.


�
�
Surveyor�
Enter the name of the person who conducted the compliance survey.


�
�
Reviewer�
Enter the name of the person who reviewed the compliance survey report.


�
�



	d.  Ref/Rep Dates Screen. The screen shows the dates of referrals to and replies from Adjudication, Finance, the SAA, the facility, and other organizations resulting from the compliance survey.  





�





Figure 6.11.  Ref/Rep Dates Screen





	e.  Field Descriptions.  The names and descriptions of the Ref/Rep screen fields follow.





�



NAME


�



DESCRIPTION�
�
Ref Adj�
(Referred to Adjudication)  Enter the date compliance survey discrepancies were referred to the RPO's claims processing activity.


�
�
Ref Fin


�
(Referred to Finance)  Enter the date compliance survey discrepancies were referred to the RPO's finance activity.


�
�
Ref Saa�
(Referred to SAA)  Enter the date compliance survey discrepancies were referred to the SAA.


�
�
Ref Fac�
(Referred to Facility)  Enter the date compliance survey discrepancies were referred to the educational institution.


�
�
Ref Other�
(Referred to Other)  Enter the date compliance survey discrepancies were referred to other organizations.


�
�
Rep Adj�
(Reply from Adjudication)  Enter the date a reply from a referral of compliance survey discrepancies was received from the RPO's claims processing activity.


�
�
Rep Fin


�
(Reply from Finance)  Enter the date a reply from a referral of compliance survey discrepancies was received from the RPO's finance activity.


�
�



�



NAME


�



DESCRIPTION�
�
Rep Saa�
(Reply from SAA)  Enter the date a reply from a referral of compliance survey discrepancies was received from the SAA.


�
�
Rep Fac�
(Reply from Facility)  Enter the date a reply from a referral of compliance survey discrepancies was received from the educational institution.


�
�
Rep Other�
(Reply from Other)  Enter the date a reply from a referral of compliance survey discrepancies was received from other organizations.


�
�



	f.  Cases/Notes.  The screen shows the number of cases reviewed on the last compliance survey,  the number of cases with discrepancies, and remarks about current, previous, or future compliance surveys.





�





Figure 6.12.  Cases/Notes Screen





	g. Field Descriptions.  The names and descriptions of the Cases/Notes screen fields follow.





�



NAME


�



DESCRIPTION�
�
Cases Reviewed�
Enter the number of cases reviewed.


�
�
Discrepancies�
Enter the number of cases with discrepancies.


�
�
Remarks�
Enter additional information about past or future compliance surveys.


�
�



6.09  TERM SCREENS





	a.  General.  After finding a facility, click Terms.  The Term Selection Dialog screen shown in figure 6.13 appears.  Terms appear in numerical order by the starting date of the term.  Highlight the desired term and click Add, Delete, or Modify.  Click Cancel to return to the Institutional Processing screen.





�





Figure 6.13.  Term Selection Dialog Screen





	b.  Term Processing Screen.  When ELRs select a term on the Term Selection Dialog screen, the Term Processing screen shown in Figure 6.14 appears.  Click Cancel to return to the dialog screen.  The term that was just added, modified, or viewed remains highlighted.





�





Figure 6.14.  Term Processing Screen





	c.  Field Descriptions.  The names and descriptions of the Term Processing screen fields follow.











NAME


�



DESCRIPTION�
�
Term�
Enter the names of the terms, quarters, or semesters.  For example, Fall 99, 


Winter 00, Spring 00, Summer I-00, Summer II-00, etc.


�
�
Type�
Enter the appropriate code.


�
�
�
Code�
Legend�
Code�
Legend�
�
�
A�
Accelerated�
S�
Semester�
�
�
N�
Non-Standard Terms�
T�
Tri-Semester�
�
�
Q�
Quarter�
�
�
�
NOTE:  For consistency, use "accelerated" for terms that are shorter than a standard quarter or semester.  Use "non-standard" for terms that are longer than a standard quarter or semester.


 �
�
Start�
Enter the first day of classes for each term, quarter, or semester.


�
�
Drop�
Enter the last day to drop a course without penalty.  If the school’s drop date is more than 30 days after the start date, enter a date 30 days after the start date.


�
�
End�
Enter the last day of classes or the examination period for each term, quarter, or semester.


�
�
Length�
OLAF automatically computes the length after you enter the ending date.  Check the calculation.  Enter the length of the term in weeks if there are vacation periods of 7 or more days that have to be taken into consideration.


�
�



6.10  CERTIFYING OFFICIAL SCREENS





	a.  General.  After finding a facility, click Officials.  The Certifying Officials Selection Dialog screen shown in figure 6.15 appears.  In facilities with more than one certifying official, ELRs should designate the primary certifying official.  The name of the designated certifying official always appears first.  Highlight the desired certifying official and click Add, Delete, or Modify.    Click Cancel to return to the Institutional Processing screen.











�





Figure 6.15.  Certifying Officials Selection Dialog Screen





	b.  Certifying Officials Processing Screen.  When ELRs select a certifying official on the  Certifying Officials Selection Dialog screen, the Certifying Officials Processing screen shown in Figure 6.16 appears.  Click Cancel to return to the dialog screen.  The certifying official that was just added, modified, or viewed remains highlighted.





�





Figure 6.16.  Certifying Officials Processing Screen





6.11  DE-SELECTING THE CURRENT INSTITUTION





	If the name of the facility in the Main Menu screen header is not the desired one, click Institutions and De-Select Current Institution.  The name disappears.  ELRs have to repeat the process described in paragraph 6.04 above to select another facility.





�
SUBCHAPTER III.  PROGRAMS





6.12  IHL





	a.  General.  To find approved IHL programs, click Programs and IHL on the Institutional Processing screen.  The IHL Program Selection Dialog screen shown in figure 6.17 appears.  Programs appear in alphabetical order.  Highlight the desired program and click Add, Delete, or Modify.  Click Cancel to return to the Institutional Processing  screen.





�





Figure 6.17.  IHL Program Selection Dialog Screen





	b.  IHL Processing Screen.  When ELRs select a program on the IHL Program Selection Dialog screen, the IHL Processing screen shown in Figure 6.18 appears.  There are fields for the course code, description, effective date, and remarks.  Click Cancel to return to the dialog screen.  The program that was just added, modified, or viewed remains highlighted.





�





Figure 6.18.  IHL Processing Screen





c.  Field Descriptions.  The names and descriptions of the IHL Processing screen fields follow.








NAME


�



DESCRIPTION�
�
Code�
Enter the course code for the approved program.


�
�
Description�
Enter the name of the approved program.


�
�
Effective Date�
Enter the effective date of the approval of the approved program.


�
�
Remarks�
Enter additional information about the approved program.


�
�



6.13  NCD





	a.  General.  To find approved NCD programs, click Programs and NCD on the Institutional Processing screen.  The NCD Program Selection Dialog screen shown in figure 6.19 appears.  Programs appear in alphabetical order.  Highlight the desired program and click Add, Delete, or Modify.  Click Cancel to return to the Institutional Processing  screen.





�





Figure 6.19.  NCD Program Selection Dialog Screen





	b.  NCD Processing Screen.  When ELRs select a program on the NCD Program Selection Dialog screen, the NCD Processing screen shown in Figure 6.20 appears.  Click Cancel to return to the dialog screen.  The program that was just added, modified, or viewed remains highlighted.





�





Figure 6.20.  NCD Processing Screen





	c.  Field Descriptions.  The names and descriptions of the NCD Processing screen fields follow.








NAME


�



DESCRIPTION�
�
Code�
Enter the course code for the approved program.


�
�
Type�
Enter the appropriate code.


�
�
�
Code�
Legend�
Code�
Legend�
�
�
D�
Non-degree Voc/Tech�
M�
Independent Living/  �
�
�
F�
High School�
�
Extended Evaluation�
�
�
H�
Farm Coop�
O�
Special Improved �
�
�
I�
Special Training (Ch 31)�
�
Rehabilitation Potential�
�
�
L�
Elementary School


�
P�
Other (Ch. 31)�
�
Description�
Enter the name of the approved program.


�
�
Effective�
Enter the effective date of the approval of the program.


�
�
Length�
Enter the length of the approved program.


�
�
�






NAME


�



DESCRIPTION�
�
Modifier�
Enter the appropriate code.


�
�
�
Code�
Legend�
Code�
Legend�
�
�
C�
Clock�
R�
Credit�
�
�
H�
Carnegie�
S�
Semester�
�
�
Q�
Quarter�
U�
High School�
�
Full Time�
Enter the full time measurement criteria for the program.


�
�
FT Mod. 


�
(Full Time Modifier)  Enter one of codes listed above under Modifier.


�
�
Remarks�
Enter additional remarks about the approved program.


�
�



6.14  OJT





	a.  General. To find approved apprenticeship and other OJT programs, click Programs and OJT on the Institutional Processing screen.  The OJT Program Selection Dialog screen shown in figure 6.21 appears.  Programs appear in alphabetical order.  Highlight the desired program and click Add, Delete, or Modify.  Click Cancel to return to the Institutional Processing screen.





�





Figure 6.21.  OJT Program Selection Dialog Screen





	b.  OJT Processing Screen.  When ELRs select a program on the OJT Program Selection Dialog screen, the OJT Processing screen shown in Figure 6.22 appears.  Click Cancel to return to the dialog screen.  The program that was just added, modified, or viewed remains highlighted.





�





Figure 6.22.  OJT Processing Screen





	c.  Field Descriptions.  The names and descriptions of the OJT Processing screen fields follow.








NAME


�



DESCRIPTION�
�
Code�
Enter the course code for the approved program.


�
�
Type�
Enter the appropriate code.


�
�
�
Code�
Legend�
Code�
Legend�
�
�
E�
No Pay Work, Federal Agency�
K�
Apprenticeship�
�
�
G�
OJT�
P�
Nonpay OJT (Ch 31.)


�
�
Description�
Enter the name of the approved program.


�
�
Effective�
Enter the effective date of the approval of the program.


�
�
Length�
Enter the length of the approved program.


�
�
Modifier�
Enter the appropriate code.


�
�
�
Code�
Legend�
Code�
Legend�
�
�
H�
Hours�
W�
Weeks�
�
�
M�
Months�
Y �
Years


�
�
Journeyman Wage Rate�
Enter the journeyman wage rate for the approved program.





�
�






NAME


�



DESCRIPTION�
�
NOTE:  OLAF automatically converts the entry to a currency format.  It is not necessary to enter the dollar sign or the decimal point.


�
�
Modifier�
Code�
Legend�
Code�
Legend�
�
�
H�
Per Hour�
W�
Per Week�
�
�
M�
Per Month�
Y�
Per Year


�
�
Remarks�
Enter additional remarks about the approved program.


�
�



6.15  FLIGHT TRAINING





	a.  General.  To find approved vocational flight training programs, click Programs and FLT on the Institutional Processing screen.  The Flight Program Selection Dialog screen shown in figure 6.23 appears.  Programs appear in alphabetical order.  Highlight the desired program and click Add, Delete, or Modify.  Click Cancel to return to the Institutional Processing  screen.





�





Figure 6.23.  Flight Program Selection Dialog Screen





	b.  FLT Processing Screen.  When ELRs select a program on the Flight Program Selection Dialog screen, the Flight Processing screen shown in Figure 6.24 appears.  Click Cancel to return to the dialog screen.  The program that was just added, modified, or viewed remains highlighted.





�





Figure 6.24.  Flight Processing Screen





	c.  Field Descriptions.  The names and descriptions of the Flight Processing screen fields follow.








NAME


�



DESCRIPTION�
�
Code�
Enter the course code for the approved program.


�
�
Effective Date�
Enter the effective date of the approval of the program.


�
�
Description�
Enter the name of the approved program.


�
�
Dual Hours�
Enter the number of hours of dual flight training in the approved program.


�
�
Solo Hours�
Enter the number of hours of solo flight training in the approved program.


�
�
Ground School Hours


�
Enter the number of hours of ground training in the approved program.


�
�
Pre/Post Hours�
Enter the number of hours of preflight briefing and post flight critiques in the approved program.


�
�
Other Hours�
Enter the number of hours of other flight training in the approved program.


�
�






NAME


�



DESCRIPTION�
�
Simulator Hours�
Enter the number of hours of simulator training in the approved program.


�
�
Dual/Instrument Hours�
Enter the number of hours of dual/instrument flight training in the approved program.


�
�
Ground School Rate


�
Enter the rate for each hour of ground school training in the approved program.


�
�
Pre Post Rate�
Enter the rate for each hour of preflight briefing and post flight critiques in the approved program.


�
�
Other Rate�
Enter the rate for each hour of other flight instruction in the approved program.


�
�
Total Cost�
Enter the maximum total cost of the approved program.


�
�
NOTE:  OLAF automatically converts entries in the rate and cost fields to a currency format.  It is not necessary to enter the dollar sign or the decimal point.


�
�
Remarks�
Enter additional remarks about the approved program.


�
�



	d.  Related Aircraft.  The Related Aircraft button allows ELRs to link approved flight programs and aircraft.  ELRs should not click the Related Aircraft button until they have entered the approved aircraft.  (See par. 6.16 below for the procedure for entering aircraft.)  If ELRs click the Related Aircraft button and they have not entered approved aircraft, a message appears.





6.16  AIRCRAFT





	a.  General.  To find approved aircraft, click Programs and Aircraft on the Institutional Processing screen.  The Aircraft Selection Dialog screen shown in figure 6.25 appears.  Aircraft appear in alphabetical order.  Highlight the desired aircraft and click Add, Delete, or Modify.  Click Cancel to return to the Institutional Processing  screen.











�





Figure 6.25.  Aircraft Selection Dialog Screen





	b.  Aircraft Processing Screen.  When ELRs select an aircraft on the Aircraft Selection Dialog screen, the Aircraft Processing screen shown in Figure 6.26 appears.  Click Cancel to return to the dialog screen.  The aircraft that was just added, modified, or viewed remains highlighted.





�





Figure 6.26.  Aircraft Processing Screen





	c.  Field Descriptions.  The names and descriptions of the Aircraft Processing screen fields follow.











NAME


�



DESCRIPTION�
�
Aircraft�
Enter the name of the approved aircraft.


�
�






NAME


�



DESCRIPTION�
�
Horsepower�
Enter the horsepower of the approved aircraft.


�
�
Dual Rate�
Enter the rate for dual flight training.


�
�
Solo Rate�
Enter the rate for solo flight training.


�
�
Simulator Rate�
Enter the rate for simulator training.


�
�
Dual Instrument Rate


�
Enter the rate for dual instrument training.


�
�
Units�
Enter one of the following modifiers:  H – Per Hour or M – Per Minute.


�
�
NOTE:  OLAF automatically converts entries in the rate fields to a currency format.  It is not necessary to enter the dollar sign or the decimal point.


�
�
Remarks�
Enter additional remarks about the approved aircraft.


�
�



	d.  Same Aircraft with Different Rates for Different Programs.  If an aircraft is used in different programs with different rates, ELRs may enter the aircraft into OLAF more than once.  For example, if the flight school has one set of rates for a Cessna 172 for its commercial pilot certification program and another set for its instrument rating and flight instructor programs, ELRs should enter the information twice.  Explain the reason for the different rates in Remarks.  The alternative is to enter the aircraft once with the maximum approved rates for dual and solo training.





6.17  LINKING FLIGHT PROGRAMS AND AIRCRAFT





	a.  General.  After entering approved flight programs and aircraft, ELRs should link the programs and the aircraft.  Click Programs and Flight.  The Flight Program Selection Dialog screen shown in figure 6.23 appears.  Programs appear in alphabetical order.  Highlight the desired program and click  Modify.  The Flight Processing screen shown in figure 6.24 appears.  Click Cancel to return to the Institutional Processing  screen.





	b.  Dialog Screen.  Click Related Aircraft.  The Program-Aircraft Dialog screen shown in figure 6.27 appears.  Click Cancel to return to the Flight Processing screen.





�





Figure 6.27.  Program–Aircraft Dialog Screen





	c.  Selecting Aircraft.  Aircraft appear in alphabetical order.  To link the aircraft to the flight program, click the box to the left of the aircraft.  A check mark appears.  After selecting all the aircraft that can be used in a flight program, click Update.  A message appears.  Click OK.  The Flight Processing screen appears.  Click Modify.  The Flight Programs Selection Dialog screen reappears.  Click Cancel to return to the Institutional Processing screen.





6.18  CORRESPONDENCE COURSES





	a.  General. To find approved correspondence programs, click Programs and Correspondence on the Institutional Processing screen.  The Correspondence Selection Dialog screen shown in figure 6.28 appears.  Programs appear in alphabetical order.  Highlight the desired program and click Add, Delete, or Modify.  Click Cancel to return to the Institutional Processing  screen.





�





Figure 6.28.  Correspondence Selection Dialog Screen





	b.  Correspondence Processing Screen.  When ELRs select a program on the Correspondence Selection Dialog screen, the Correspondence Processing screen shown in Figure 6.29 appears.  Click Cancel to return to the dialog screen.  The program that was just added, modified, or viewed remains highlighted.





�





Figure 6.29.  Correspondence Processing Screen





	c.  Field Descriptions.  The names and descriptions of Correspondence Processing screen fields follow.








NAME


�



DESCRIPTION�
�
Code�
Enter the course code for the approved course.


�
�
Description�
Enter the name of the approved course.


�
�
Effective�
Enter the effective date of the approval of the course.


�
�
Rate Per Lesson�
Enter the rate for each lesson in the approved course.


�
�
Total Lessons�
Enter the total number of lessons in the approved course.


�
�
Max. Cost�
OLAF automatically computes the maximum cost after ELRs enter the rate per lesson and the number of lessons.  Check the calculation.  Enter the maximum cost if it is more or less than the calculated amount.


�
�
NOTE:  OLAF automatically converts entries or calculations in the rate and maximum cost fields to a currency format.  It is not necessary to enter the dollar sign or the decimal point.


�
�
Remarks�
Enter additional remarks about the approved course.


�
�
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