Quick Reference: Submitting Your Responses & Supporting Documents

How to submit responses and documents to support them in EDvera.

1. From your institution’s Dashboard. Visual below.
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Elizabeth Name
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Institution Type COE
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Membership Status c.elizabeth_@outlook.com
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2. You will select Documents at the top of your institution’s dashboard screen. Below is a visual. Please select
+ Start Document. Drop down list will populate, and you will select the COE Document Submission.
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3. Visual of COE Document Submission page. Follow the prompt to get started click Continue.

COE Document Submission

You are starting a COE Document Submissien for Elizabeth .

il Dashboard To get started, click "Continue" below.

Eh Documents
To prevent session timeouts and losing unsaved work, click Save often, but at a minimum every 25 minutes. Note, clicking Save and Proceed will also prevent a session timeout.

Back to top

Session expires at: 12:29 PM
EDVera

4. Visual of COE Document Submission, scroll down to bottom to select the document type that you are uploading
an example of an entry & explanation box, where you can input details of what type of response you are
submitting and attach supporting documents.

Next you will either select [Save and Exit] [Save] or [Submit].

COE Liaison Officer

Camille Stevenson

Email Address

d.camille_@outlook.com

Telephone/Extension

What type of request(s)?

() Change of Governance (Public Institutions)

ignificant Reduction Funding Level

Monitoring Institutional Growth - FTE

Contractual Agreements of Consulting or Recruiting

Contractual Agreements of Instruction (Federal Only)

) Commission Required Response

© General Submission

Please explain the request(s) and upload any supporting documentation as necessary.
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[PPA attached.
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&, Drop file(s) here or browse

[ ElizabethSCPPA.docx

Save and Exit Save m



5. Finally, confirmation visual after successfully submitting.

il Dashboard

€7 Documents

For additional questions or concern regarding the COE Document Submission please reach out to

Document has been submitted
COE Document Submission

Submission  Comments [l Status SR

Name of Institution

Elizabeth

COE School ID #

289980

Main Campus Address

4600 Roswell Rd
Sandy Spring , GA 30342

Chief Administrator

Ms. Elizabeth Stevenson

Email Address

c.elizabeth_@outlook.com

COE Liaisan Officer

Camille Stevenson

Email Address

d.camille_@outiook.com

Telephone/Extension

candace.stevenson(@council.org.
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