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Virtual Coaching Platform (VCP) Guide 
 

Log In 
 

1. Log into the VCP at:  https://nwic.vcponline.com/ 
 

2. Enter your VCP user name (email address) and password.  

NOTE: On your first log in, you will be asked to agree to the End User License Agreement. 
Scroll to the bottom of the page, check the box to indicate you agree, then click 
‘Submit’. You will then be asked to change your password.  

 

 

3. Once you have logged in, you will be taken to your home page.  
 

 

Here, you will see what you have submitted and what is still pending (“Needs 

to be Scored”). At any time, you can click on “Workflow” and it will bring you 

back to this page.  
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UPLOAD FILES 
 

1. Click on “Files”: 
 

 

NOTE:  Please ensure all documents have been REDACTED and are in PDF format. 

VCP will not upload Word documents.  

 
 

2. Click on “Upload a File”.  

 

 

  Notice that this page contains all your uploaded files.  
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3. Follow instructions in the box. 

 
Don’t forget to check this box.  

 
 

4. You will automatically be returned to the “Files” page.  

Depending on the size of the file(s), it may take a few minutes to appear. 

If it does not appear, you may need to return to your homepage first 

(Click on “Workflow” button at the top of the page) and then return to 

your “Files” page.  
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CREATE A CREST/SAS “Preparation” 
 

1. From the “Files” page, check the box next to the document(s) used in 

your wrap supervision session.  

 

 
When you check the box, that document will automatically appear here. 
Click on BOTH the document(s) and audio file from the supervision session to create 

a CREST.  

 

 

 

 

2. When you see both the document(s) and audio file in the yellow box, click 

on “Create Preparation”.  
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3. You will now go to this screen. 

 

 
 

A. Name the preparation. To ensure feedback, please name your preparation with 

this format:   TX Year Month Day Organization Your Last Name                                     

(Example: TX 2015 10 01 MYLMHA  Marquez) 
B. Provide a brief description that includes the date of the wrap 

supervision session and name of the wrap facilitator with whom the 

session was conducted.  

C. Select the TIEMH specialist assigned to your center. (Currently, Rebecca 

Marquez or Bonnie Evans.) Do NOT click in the box that says, “Allow 

unrestricted comparisons” 

 

D. Click in “Tags” box, scroll down and select “CREST andSAS”, then type 

in your Center’s name (ex: MyLMHA) in the Tags 

 

 

A

B

C

D
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E. Click in Parameter Template and select “CRESTandSAS” from list.  

 

 
 

F. The PDF file will be found under “Documents” and the audio will be 

under “Bounds”. 

 

You can select audio start time and end time OR click on “single segment only” 

to include entire audio segment.  

G. Click on Submit. 
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4. You will automatically be taken to this page. Select your name under 

“Available Scorers”…. 

 

 
 

….and click submit! 

 

 

 

5. The screen will return to your homepage and the preparation will now be 

listed under “Needs to be Scored”.   
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Complete the CREST 
 

1. From your home screen, click on the named preparation.  

 

 
 

 

 

2. Fill out each section of the CREST.  
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3. Scroll down and complete the SAS on yourself. 

 
 

 

 

 

4. Scroll down and complete the rest of the form, starting by clicking on your 

center. 
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5. Fill in the name of the facilitator, your name and the date of the coaching 

(wrap supervision) session.  

 

 
 

The next section lists NWIC coaches. DO NOT CLICK on any of the names. 

TYPE the name of the TIEMH coach assigned to your center.  (Bonnie, 

Rebecca or Lee Ann at this time.) 

 
Finally, you can “Save” your work if you wish to continue revising it at a 

later time or review it before you submit.   OR You can click on “Finish” 

which will submit it to your TIEMH coach, as well as move it to “Completed” 

on your home page.

  


