
                         

      
  

 

    
       

    
  

     
   

 

 
  

  
 

 
    

    
 

 
  
    

     

 

  

VRS TRAINING 
ACADEMY CURRICULUM 

What type of training do you need? Your current experience level and position will guide what courses 
you should take. You may be new to your role, or you may have been in your position for a few years. 
You may help your employees with benefit questions, or you may deal solely with payroll topics. You 
may need to know a little bit about everything! 

To help you find the training you need, VRS offers three series: Overview, Benefits, and Technical. View 
series and course descriptions below to determine the right fit for you. 

Table of Contents 

Overview Series 
Overview Series courses provide a high-level introduction to VRS benefits and systems topics. Overview 
training is a great way for new employers to get started or for experienced employers to get a refresher 
on VRS topics. 

Benefits Series 
Benefits Series courses offer a more in-depth look at benefits topics. These courses are intended to give 
employers the context and details they need to administer and counsel their employees on VRS 
benefits. 

Technical Series 
Technical Series courses offer more in-depth details about systems topics and contain video 
demonstrations. Systems training is ideal for employers who need step-by-step instructions on how to 
perform myVRS Navigator processes and the context behind those steps. 
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Overview Series 
The following introductory courses on VRS benefits topics and systems are offered on demand in an e-
course format or in a virtual webinar format on a regular basis throughout the year. 

Click the course titles to view the course in the Virginia Learning Center (COVLC). 

View the webinar schedule on the VRS Employer Website. 

Introduction to VRS 
FORMAT: 4-Part Virtual Webinar Series 

AVAILABILITY: Quarterly 

TOPICS INCLUDE: 
• understanding VRS structure and benefits available to employees 

• reviewing member benefits such as contributions, life insurance, purchase of prior service 
and much more 

• understanding key deadlines which must be met at each stage of an employee’s career 

• exploring the employer’s role in administering VRS benefits and counseling employees 

VRS Systems Overview 
FORMAT: E-Course 

AVAILABILITY: On Demand 

TOPICS INCLUDE: 
• reviewing myVRS Navigator and myVRS features 

• logging into myVRS Navigator for the first time 

• understanding system security 

• managing role-based access in myVRS Navigator 

• accessing myVRS Navigator reports 

RELATED PROCESS GUIDES: 
• Introduction to myVRS Navigator 

• Managing Contacts 

• Sending Secure Messages 

• Employer Reports Job Aid 
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https://covlc.virginia.gov/Default.aspx
https://employers.varetire.org/education-and-training/webinar-curriculum/
https://employers.varetire.org/education-and-training/webinar-curriculum/
https://covlc.virginia.gov/contentdetails.aspx?id=47CBBBEF43064C51938806CF8513415D
https://covlc.virginia.gov/ContentDetails.aspx?id=DFB27CB2318D4998BD1C5487968C99D3
https://covlc.virginia.gov/ContentDetails.aspx?id=4AADA3D276B444F4ABCDED505D14BAF3
https://covlc.virginia.gov/contentdetails.aspx?id=96457504FD634BEB8945FA2D89E2F58F
https://covlc.virginia.gov/ContentDetails.aspx?id=11C34A887A5540FDBE7C298F78541C1A


                         

 
       
     

        

 
  

   

 
  

   

  

    

  
    

 

  

  

 
   

    

    

   

      

  

  

Benefit Series 
The following benefits courses are offered on demand in an e-course format. Each course takes 
approximately 45 minutes to complete. 

Click the course title to view the course in the Virginia Learning Center (COVLC). 

Understanding Contributions 
FORMAT: E-Course 

PREREQUISITE: Intro to VRS (Overview Series) 

TOPICS INCLUDE: 
• determining employee plan eligibility 

• understanding how employees contribute to retirement savings 

• calculating employer contributions for retirement 

• identifying the implications of employees taking a refund or distribution of contributions 

Purchase of Prior Service 
* This course contains benefits content and systems information and is listed in both the Benefits and 
Systems series 

FORMAT: E-Course 

PREREQUISITES: Intro to VRS (Overview Series), VRS Systems Overview 

TOPICS INCLUDE: 
• understanding the purchase of prior service process 

• reviewing types of service available for purchase 

• creating and certifying eligibility 

• understanding cost and available payment methods 

• completing a purchase in myVRS Navigator and myVRS 

• converting sick leave 
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https://covlc.virginia.gov/Default.aspx
https://covlc.virginia.gov/ContentDetails.aspx?id=E055A28AC9EE4F23809BB35191B598EC
https://covlc.virginia.gov/contentdetails.aspx?id=E912B07927F843799F4C53748EE816A7


                         

  
  

  

 
  

   

  

   

 
  

  

 
    

   

  

  

 
  

  

 
   

   

  

   

  

  

Service Retirement 
FORMAT: E-Course 

PREREQUISITES: Intro to VRS (Overview Series) 

TOPICS INCLUDE: 
• understanding eligibility requirements for service retirement 

• reviewing payout options for service retirement 

• processing retirement requests 

• identifying post-retirement topics to be aware of 

Disability Retirement 
FORMAT: E-Course 

PREREQUISITES: Intro to VRS (Overview Series) 

TOPICS INCLUDE: 
• understanding eligibility requirements for disability retirement 

• recognizing how disability retirements are calculated 

• identifying other retirement benefits 

• assisting employees with the application process 

Health Insurance Credit 
FORMAT: E-Course 

PREREQUISITES: Intro to VRS (Overview Series), Service Retirement (Benefits Series) 

TOPICS INCLUDE: 
• understanding health insurance credit eligibility requirements 

• calculating the health insurance credit amount 

• assisting employees with the application process 

• understanding how the credit is paid 

• understanding health insurance credit for disability retirees 
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https://covlc.virginia.gov/dl.aspx?id=791E3F438F7740F49570917701043920
https://covlc.virginia.gov/dl.aspx?id=BF36652977AA44CCB489E8810F4C4C89
https://covlc.virginia.gov/dl.aspx?id=32D5A5DBEE9A4004ABADE9317D72851A


                         

 
  

  

 
   

  

   

   

  

 
  

  

 
    

    

    

  

 
  

  

 
   

  

  

   

 
 

Life Insurance 
FORMAT: E-Course 

PREREQUISITES: Intro to VRS (Overview Series) 

TOPICS INCLUDE: 
• understanding life insurance eligibility requirements 

• identifying benefit features 

• understanding how employees can enroll 

• recognizing changes in coverage for different life events 

• assisting employees with life insurance inquiries 

Death-in-Service 
FORMAT: E-Course 

PREREQUISITES: Intro to VRS (Overview Series) 

TOPICS INCLUDE: 
• understanding eligibility for benefits based on the type of death 

• identifying benefits for work-related and non-work-related deaths 

• recognizing special circumstances, such as death while on short- or long-term disability 

• completing a death claim 

Hazardous Duty 
FORMAT: E-Course 

PREREQUISITES: Intro to VRS (Overview Series) 

TOPICS INCLUDE: 
• understanding position eligibility for hazardous duty benefits 

• understanding eligibility for service retirement 

• determining multipliers and the hazardous duty supplement 

• identifying impacts when employees transfer positions 

• recognizing impacts to other benefits, such as disability retirement and the purchase of prior 
service credit 
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https://covlc.virginia.gov/dl.aspx?id=AD4088CD23E044E490F677F515F4976A
https://covlc.virginia.gov/dl.aspx?id=BD02C9C6F2A64F668E8177FC471183DF
https://covlc.virginia.gov/dl.aspx?id=F7B313CA9F184836BF5FB0B37D5689E7


                         

 
  

  
 

 
  

   

  

     

     
  

  
  

  
 

 
  

   

  

     

      
  

Virginia Local Disability Program 
FORMAT: E-Course 

PREREQUISITES: Intro to VRS (Overview Series) 

TOPICS INCLUDE: 
• understanding eligibility for short-term disability benefits 

• recognizing how short-term disability benefits are paid 

• understanding eligibility for long-term disability benefits 

• identifying features of the VLDP Long-Term Care Plan 

• identifying features of the Commonwealth of Virginia Voluntary Group Long Term Care 
Insurance Program 

Virginia Sickness and Disability Program 
FORMAT: E-Course 

PREREQUISITES: Intro to VRS (Overview Series) 

TOPICS INCLUDE: 
• understanding eligibility for short-term disability benefits 

• recognizing how short-term disability benefits are paid 

• understanding eligibility for long-term disability benefits 

• identifying features of the VSDP Long-Term Care Plan 

• identifying features of the Commonwealth of Virginia Voluntary Group Long Term Care 
Insurance Program 
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https://covlc.virginia.gov/ContentDetails.aspx?id=3AA0E471B3784815B89A4F8058CF6DC7
https://covlc.virginia.gov/DL.aspx?id=FAB3036F0C844767996335943B9CBB36


                         

 
     

      
   

         

 

 
  

  

  
    

    

   

  

   

   

 
    

   

  

   

  

Technical Series 
The following courses are offered on demand in an e-course format. Each course takes approximately 45 
minutes to complete. Technical series courses contain video demonstrations. A list of related process 
guides is included for each course. 

Click the course or process guide to view the course in the Virginia Learning Center (COVLC). 

Enrollment Activities in myVRS Navigator 
FORMAT: E-Course 

PREREQUISITE: VRS Systems Overview 

TOPICS INCLUDE: 
• understanding the enrollment process 

• using the plan determination tool 

• understanding enrollment guidelines for employees 

• enrolling 12-month employees 

• enrolling 9-, 10- or 11-month employees 

• enrolling ORP employees 

RELATED PROCESS GUIDES: 
• Using the Plan Determination Tool 

• Enrolling a New Employee 

• Enrolling and Maintaining Contract Employees 

• Enrolling and Maintaining Employees Using Batch Processing 
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https://covlc.virginia.gov/Default.aspx
https://covlc.virginia.gov/contentdetails.aspx?id=59047D3A17704BF090792E6344FF1FA8
https://covlc.virginia.gov/ContentDetails.aspx?id=EA1E51470BDA4C4DA62CC2D8D365A26A
https://covlc.virginia.gov/ContentDetails.aspx?id=DD860803332349AFADC8DCD957372F6C
https://covlc.virginia.gov/ContentDetails.aspx?id=DD860803332349AFADC8DCD957372F6C
https://covlc.virginia.gov/ContentDetails.aspx?id=882A760041AC440F888E3B84FE04EC83
https://covlc.virginia.gov/ContentDetails.aspx?id=DBADB5165A6A46888432B7CA101D1777


                         

 
  

  

 
   

    

  

    

   

 
   

  

   

    

  

   

   

   

      

      

 

 

  

Maintenance Activities in myVRS Navigator 
FORMAT: E-Course 

PREREQUISITE: VRS Systems Overview 

TOPICS INCLUDE: 
• understanding maintenance processes 

• identifying changes and corrections 

• processing changes and corrections 

• merging person accounts 

• making Social Security number corrections 

RELATED PROCESS GUIDES: 
• Enrolling and Maintaining Employees Using Batch Processing 

• Enrolling and Maintaining Contract Employees 

• Adding New Information to Employee Records 

• Changing Salary Using the Salary Report as a Template 

• Correcting Employee Records 

• Certifying Retirement in myVRS Navigator 

• Merging Person Accounts 

• Maintaining Employer-Sponsored Hybrid 403b Option Information 

• Reporting Hybrid Members on Long Term Disability – VLDP 

• Reporting Hybrid Members on Long Term Disability – Comparable Plan 
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https://covlc.virginia.gov/contentdetails.aspx?id=FCF2D90D98D441F794FD68AA97497EA2
https://covlc.virginia.gov/ContentDetails.aspx?id=DBADB5165A6A46888432B7CA101D1777
https://covlc.virginia.gov/ContentDetails.aspx?id=882A760041AC440F888E3B84FE04EC83
https://covlc.virginia.gov/ContentDetails.aspx?id=8BAE8C00C3754AE986B5B0DFFE17971D
https://covlc.virginia.gov/ContentDetails.aspx?id=7C7AB0DB832C480280775A12F732B94B
https://covlc.virginia.gov/ContentDetails.aspx?id=86BC878152574C06B2DDD93F6ADF24E2
https://covlc.virginia.gov/contentdetails?id=084062BE7D694A0BB53535DD4E4DA582
https://covlc.virginia.gov/contentdetails?id=084062BE7D694A0BB53535DD4E4DA582
https://covlc.virginia.gov/ContentDetails.aspx?id=78D14C12106F4B8EA24BE56C049C74F8
https://covlc.virginia.gov/ContentDetails.aspx?id=0C6BEA4224974A3EBE92639315DB1FA6
https://covlc.virginia.gov/ContentDetails.aspx?id=B9E6D06510374996A449E0041F0167EF
https://covlc.virginia.gov/ContentDetails.aspx?id=6A2080E0DDB242C59C1EBB30CF0714E3


                         

  
     

 

  

     

 
   

    

    

   

     

   

 
  

   
 

  

  

 
   

   

    

    

    

  

 
  

    

   

  

Purchase of Prior Service 
*This course contains benefits content and systems information and is listed in both the Benefits and 
Systems series 

FORMAT: E-Course 

PREREQUISITES: Intro to VRS, VRS Systems Overview 

TOPICS INCLUDE: 
• understanding the purchase of prior service process 

• reviewing types of service available for purchase 

• creating and certifying eligibility 

• understanding cost and available payment methods 

• completing a purchase in VNAV and myVRS 

• converting sick leave 

RELATED PROCESS GUIDES: 
• Purchase of Prior Service 

Contribution Confirmation and Payment Scheduling in myVRS 
Navigator 
FORMAT: E-Course 

PREREQUISITE: VRS Systems Overview 

TOPICS INCLUDE: 
• understanding the contribution confirmation and payment scheduling processes 

• creating a snapshot 

• reviewing and reconciling the snapshot 

• ensuring data is up to date before confirming the snapshot 

• scheduling and approving payments 

• accessing payroll reports 

RELATED PROCESS GUIDES: 
• Contribution Confirmation 

• Scheduling and Approving Payments 

• Scheduling and Approving WTA Payments 

• Employer Reports Job Aid 
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https://covlc.virginia.gov/contentdetails.aspx?id=E912B07927F843799F4C53748EE816A7
https://covlc.virginia.gov/ContentDetails.aspx?id=7A49A8D2B95C411598AE78B3F3FB0A52
https://covlc.virginia.gov/contentdetails.aspx?id=4C540BF89E614275AF9CB727097E03CD
https://covlc.virginia.gov/contentdetails.aspx?id=4C540BF89E614275AF9CB727097E03CD
https://covlc.virginia.gov/ContentDetails.aspx?id=58B24421FBD94C90988F5D92EBBC778C
https://covlc.virginia.gov/ContentDetails.aspx?id=3D91202560924AE7BA846ED450DEA838
https://covlc.virginia.gov/ContentDetails.aspx?id=16D0EBBD05824C16996A9530245B8E71
https://covlc.virginia.gov/ContentDetails.aspx?id=11C34A887A5540FDBE7C298F78541C1A
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