
myVRS Navigator Training Course Catalog 
 
The following courses are available in the VRS University and provide an overview and demonstrations 
of how to complete the tasks in myVRS Navigator. To locate a course in the VRS University, search by the 
course name that you see underlined in this chart. For a list of all courses, you can search by the 
curriculum name: myVRS Navigator Training Curriculum. You may also search by entering VRS-E in the 
search window, which will display a list of all myVRS Navigator related training. In addition, the related 
Process Guides and Job Aids are attached to the course or can be searched individually. 

 

Introduction to myVRS Navigator Enroll and Maintain Employees 
 
Topics Include: 
- Security Awareness  
- First Time Log-In  
- Dashboard Functionality 
- Search  
- Screen Functionality 
- Secure Messaging 
- Workflow 
- Online Help 
- Reports 
 
Related Documents: 
- Introduction to myVRS Navigator Process Guide 
- myVRS Navigator Employer Reports Job Aid 
 

 
Topics Include: 
- Plan Determination Tool 
- Enroll Employee 
- Adding New Information to Records 
- Correcting Existing Information 
- Enroll & Maintain Contract Employees  
- Merge Person Accounts 
- SSN Correction 
 
Related Documents: 
- Using the Plan Determination Tool Process Guide   
- Enrolling and Maintaining Employees using Batch  
   Processing Process Guide  
- Changing Salary Using the Salary Report as a 
Template Process Guide 
-  Enrolling and Maintaining Contract Employees  
   Process Guide 
- Merge Person Accounts Employer 
- Adding New Information to Employee Records   
  Process Guide 
- Correcting Existing Information Process Guide 
- Enrolling a New Employee Process Guide 
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Managing Contacts Purchase of Prior Service 
 
Topics Include: 
- Create Contact 
- Create User Contact 
- Update Contact Demographics 
- Update Security Profile 
- Cancel User Account 
 
Related Documents: 
- Managing Contacts Process Guide 
- Employer Roles and myVRS Navigator Security  
  Access Job Aid  
 

 
Topics Include: 
- Certify and Create Eligibility 
- Create Updated Cost Letter 
- Create Purchase Payment Agreement 
- Renew Agreement 
- Sick Leave Conversion 
 
Related Documents: 
- Purchase of Prior Service Process Guide  
- Certifying Military Service Using the Form DD214  
  Job Aid 

Contribution Confirmation and  
Payment Scheduling 

 
Topics Include: 
- Create Snapshot 
- Review Snapshot 
- Reconcile Snapshot 
- Confirm Snapshot 
- Schedule and Approve Payments 
- Manage Accounts Receivable 
 
Related Documents: 
- Contribution Confirmation Process Guide 
- Schedule and Approve Payments Process Guide 
- Interpreting the Snapshot Download File Job Aid 
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