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Determining Reporting Period

STEP Start Dates (April-August) of Previous Fiscal Year
» 15t Qtr Report of Additional Hour Funding = Due January 15% for hours worked October
15t to December 315,
» 2" Qtr Report of Additional Hour Funding = Due April 15t for hours worked January 15t
to March 31,
» 34 Qtr Report of Additional Hour Funding = Due July 15t for hours worked April 15t to
June 30,

STEP Start Dates (December-February) of Current Fiscal Year
» 34 Qtr Report of Additional Hour Funding = Due July 15t for hours worked April 15t to
June 30,
» 4t Qtr Report of Additional Hour Funding = Due October 15 for hours worked July 15t
to September 30t,
» 15t Qtr Report of Additional Hour Funding = Due January 15% for hours worked October
15t to December 31, This is report in created during the next Fiscal Year.

Note: Use facility timekeeping POCs to determine the total actual hours
worked during a specified quarter.
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Log In Instructions

Login to AMS
Go To: (https://va-
ams.intelliworxit.com/webapp/auth/I
ogin.view)
“SS0O Login” on the bottom left

- “VA (Internal)” from dropdown menu

- Continue

Sign In with VA PIV Card

Select Certificate

Enter PIV Pin
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Accessing Recipient Record

! Click on the “Recipients” option.
U.S. Department

I of Veterans Affairs

Access the student record by selecting the
“Detail” button next to the student's name.

¢} Dashboard

Note: If the student does not have a Recipient
e record, you will not be able to create a report.
Applicant Selection ‘ ’ There are two ways that Recipient records are

Recipients C reated :

Facilities

Manage

Application Packets

Include Sub-or janizations: Yes

Events First

Email (1) The student applied in AMS and the

Candidate Profile brianna.aalb

(et 84 Aalborg-  org- ‘ Coordinator completed all task required for
Recruiting Events rian

. R the system to automatically create the
o i S | record.

s e B o (2) Manually creating a Recipient record after
' selecting outside of AMS. See Instructions
Email Templtes U sl labeled VA-STEP AMS New Recipient Entry
Letter Templates ail.com \

(

& Initial Hour Request Instructions.

Email Addresses mabad002@ .

| Detail | Marianne  Abadam

U.S. Department
ChOOSQ A \&#%.);) ofVeterans Affairs 4




Creating a Report

Department

terans Affairs

Change Password [ Sign Out

¢} Dashboard

Recipient Detail | @ User Guide ‘

= Manage

[+ retumto st |

+Recipient ‘ ‘ Reports | ‘ Documents ‘ | festore From Deferment | ‘ Suspend

| Withdraw ‘ | Pending Sreach

Recipients Owner VA — Facilities — 640 - VA Palo Alto Health Care System Advisor First
Facilities First Name  Briannz
Last Name  Aalborg-Volper

Email  brianna.aalborg-volper@va.gov

Program Group  VA-STEP Academic Lea ce Phone Number
Program  VA-STEP Degree Sought
Specialty Type  Nursing Degree Sought Other

School Name Clinical Program 2019/12/21-BSN-Yes

Source  External - No Onboarding Specific Specialty Degree

Facility VA Palo Alto Health Care System Enroliment Status

Status  Deferred Enroliment Type

Select the “Reports” Tab across the top of the
screen.
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Creatin

2
U.S. Department
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() Change Password [= Sign Out
Reports © User Guide |
"  Return to Detail | ‘ SRRl 1 Delete selectea
o Brianna Aalborg-Volper
Recipients
Facilities No records.
[# Finandal Reporting
<

Click on the “+New” option.
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Creating a Report

Jpdate Report 1

*Reporting Year = Fiscal Year in which hours
were worked.

Brianna Aalborg-Volper

; 2. *Reporting Quarter = Quarter in which hours
3. were worked.
4. e 3. *Funding Type = VACO
2 ) 4. *Clinical Placement = Clinic student worked in.
; 5. *Hours Worked = Total hours worked during
g the Quarter.
6. *Name and Location = Select the State the
_____ Facility is located in.
e 7. Recipient Changes = Enter any notes about the

9. students’ progress.

8. *Hired = No

9. Hired Type, Hired Start Date, Not Hired Type,
Not Hired Reason, Withdrawal/Not Hired Date,
—_— Paid, and This is the Final Report for this
- Student = Leave Blank or leave the default
T~ setting.
Once Report is complete, select “Save”  * = Mandatory Entry

U.S. Department

of Veterans Affairs 7




Direct Questions to:
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mailto:VHAVA-STEPSupport@va.gov
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