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US Army Combined Arms Center

DRIVE CHANGE, FORGE VICTORY!

To help navigate the slides:

Slides 3-13: Creating a CA Request for Training

Slides 14-15: Creating a CA Request for Training Manually
Slides 16-21: Creating a CA Request for Books or Materials
Slides 22-28: Creating a CA Request for Exams

Slide 29- Need Assistance or Counseling? Schedule your appointment with a CA
Counselor now!
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CREATING CA REQUEST FOR
TRAINING



US Army Combined Arms Center Creating a CA Request cont.

DRIVE CHANGE, FORGE VICTORY!

When the Goal has been approved by ACAPO, Soldier can click on
“Apply For Funding”
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DRIVE CHANGE, FORGE VICTORY!

If “Verify and Proceed” is not yellow, Soldiers must 1. Click on Edit pencil 2. Click
update 3. Click the back arrow next to Soldier’s name 4. Click Verify and Proceed

¢ Create Credentialing Assistance Request
NN
I } oo
I The follewing fields are required: Work Phone
Contact Information Address Persona | Data
Street 2
]

cANfEL ¢ Create Credentialing Assistance Request

il

Contact Information Address

@ @ - _

Vo funding reauest cannot roceedi certan felds are missing Verity that the address s accurate, Your furding request cannot proceed f cotain fekds are missng,
VERIFY AND PROCEED CANCEL - @




User Agreement

In order to simplify the application process, you should be aware of or have the following information:
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Army Civ
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2 Program Office (ACAPO) staff; othery Army and/or the
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se statement 2bo

ROUTINE USES: Information
DISCLOSURE: Voluntary

PENALTY STATEMENT:

eral funding that dupli

& criminal and civ

| AGREE, CONTINUE CANCEL

Once done, they will check the boxes, then click on “I Agree,
Continue”
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Soldier will select an answer, then click “Next”

¢ Create Credentialing Assistance Request: Project Management

3 Demographic [ T [ = @ g

Are you applying for funding from a deployed location?

) ves | (@ No

NEXT CANCEL

U

Soldier will type in the Vendor’s name until it appears, then select it from the drop
down. Select it again for Campus.
¢ Create Credentialing Assistance Request: Project Management Professional PMP)

/) Demographic 2 Vendor . Date . Training/Exa

Select your Vendor:

If you are attempting to locate a Vendor not listed, please forward information to the Army Credentialing Assistance Program Office via ArmylgnitED messaging and provide the following information: Vendor Name. Vendor URL, Vendor Email. and Vendor Phone Number,

Vendor *
Joe’s

Joe’s TrngRus

BACK CANCEL



US Army Combined Arms Center Creating a CA Request cont.

DRIVE CHANGE, FORGE VICTORY!

Soldier will select start and end date (review policy on this!), then click “Next”

& Demographic o \endor 3 Dates . aining/Bxam

What are your exact start and end dates?

Youmay select upto 343 days to complete your training or exam. i you donat complet the training or examin the timeframe you request, you will be required to reimburse the govemment for the costs associated to your training or exam, and the associated bookis], materialg), and/or fees.

BACK NEXT CANCEL

A
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Creating a CA Request cont.

To request funding for Training Courses, Soldier will select “Training”

NOTE!! Soldier cannot request books and/or Materials without requesting
Training or Exam first!

¢ Create Credentialing Assistance Request: Project Management

& Demographic & Vendor

# Dates

4 Training/Exam
You must upload a custom price quote, provided by your vendor, for each Credentialing Assistance (CA) request you submit.
Each custom quote must include the cost for each item on your CA request to include exam(s), training(s), or book(s) and material(s), and all administrative, application and shipping fee(s).
All items on the CA Request and custom quote must be from the same Vendor, Upload the vendor's custom quote to your Supporting Documents located at Education Record > Education Goals > VIEW DETAILS (in your CA
Goal) = Supporting Documents.
Failure to provide the Vendor’s custom quote will result in rejection of your CA request. The quote MUST match what is listed in the CA request.

What do you need funding for?

ADDEXAM ADD TRAINING

BACK CANCEL



US Army Combined Arms Center Creating a CA Request cont.

DRIVE CHANGE, FORGE VICTORY!

Some vendors have added courses into the system. If the Soldier sees some courses that

have “AF” in front of the title, they must not select it, or it will be rejected. Soldiers must

select courses that either have “Army” in front of the title or have neither AF or Army in
front of the title.

#) Demographic #) vendo #) Dates &) Training/Exam
Add Training

AF COOL - Project Management Professional (PMP) Certification Training Remaining Funding

SELECT $4,000.00

Army CA - Project Management Professional (PMP) Certification Training

nnnnnn fon: N/A
SELECT

Soldier will select the yellow “Select” button. If they do not see what they are
looking for, they can click on “Add Manually” (addressed in future slides)



* US Army Combined Arms Center Creating a CA Request cont.

Once the Soldier verifies it is the course, click on “Add Training”

"
<« Create Credentialing Assistance

@) Demographic ¥ vendor #) Dates 4 Training/Exam
Add Trainin g
..... - Cont -
Army CA- Project Management Professional [PMP) Certification Training 52089 . =
Remaining Funding
Descriotion ™ Fiscal Year: 2023
N $4,000.00

They can add any application fee or membership fee if needed, if not, click “Submit”

@ Demographic @ vendor ® Dates &) Training/Exam
TRAINING - Army CA - Project Management Professional (PMP) Certification Training y Bema'f")"g Funding
Sovernment Cost Student Cost $1,901.00
$2.099.00 $0.00
Costs [z
Total Costs Government Costs Stuc
$2,099.00 $2,099.00 $0.00

BACK SUBMIT CANCEL




US Army Combined Arms Center Creating a CA Request cont.

If Soldier is adding fees, select the type of fee

<« Create Credentialing Assistance Request: Project

4 Training/Exam

@ Demograghic ¥ vendor & Dates

Credentialing Assistance funding will anly pay for fees associated with administrative. application, or shipping costs. Please ensure your vendor provides you with a description of the fees you are being charged and annotate in the fee description box.

Add Fee

$Coat
Administrative @

Application

Shipping

& Create Credentialing Assistance Request: Project

&) Training/Exam

# Demographic # Dates
Credentialing Assistance funding will anly pay for fees associated with administrative, application, or shipping costs. Please ensure your vendor provides you with a description of the fees you are being charged and annotate in the fee description box.
Add Fee

Tyoe* Cont*
Administrative - §20
Description *

APPLICATION

Aﬂ@ﬁ BACK
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Creating a CA Request cont.

When complete, Soldier will click “Submit”

& Create Credentialing Assistance Request: Project

#) Demographic #) vendor

/ Dites 4) Training/Exam
TRAINING - Army CA - Project Management Professional (PMP) Certification Training Bemai“iﬂﬁ Funding
X Fiscl Year 02
S— Sadent $1,881.00
$2099.00 $000

Soldier can now click Finished!
- They will now have an ID

number for this case!
N
b —
S et Credentialing Assistance Request Application:
$2,119.00 $2,119.00 $0.00
BACK SUBMIT CANCEL
Congratulations your credentiall equest has been submitted!
Your credentialing assistance request ID is 4081805
Here are the next steps

o Your Credentialing Assistance (CA) request must be approved and paid by CA Finance before you can start your training or exam.

Asareminder, ensure you have uploaded your custom quote from the vendor in'your Supporting Documents located at Education Record > Education Goals > VIEW DETAILS (in your CA
Goal) > Supporting Documents. Failure to provide will result in rejection of your CA request.

o You can view your Credentialing Assistance Requests section under your Education Record to check the status and details of your applications.

= qu—
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CREATING CA REQUEST FOR
TRAINING

MANUALLY



* US Army Combined Arms Center Creating a CA Request cont.

To add a course manually, Soldier will follow the same steps as previously described. If there
are no courses listed to select, it will prompt the Soldier to add the course. Soldier will type
in the title, cost, and description. This must match their quote. They can then click “Add
Training”

@) Demographic @ vendor @ Dates 4) Training/Exam
Add Training
Titla ™ Cost”
PA-CAT §250 .. .
Remaining Funding

Duseription * Fiscal Year: 202
EHIRYE M $4,000.00

ADD TRAINING BACK

@ Demographic @ vendor @ Oates @ Training/Exam

TRAINING - PA-CAT Remaining Funding
. R h 53:%50.00

$25000 $0.00

=  G—

Add any fees, then click “Submit”

£o%0i65 $25000 S350

SUBMIT  CANCEL
S
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CREATING CA REQUEST FOR
BOOKS OR MATERIALS



US Army Combined Arms Center

Creating a CA Request cont.
DRIVE CHANGE, FORGE VICTORY!

The Soldier will follow the previous steps until they get to this page, then they will
select “Add Books and Materials”

¢ Create Credentialing Assistance Request: Project Management Professional (PMP)

# Demographic £ Vendo

&£ Dates

4 Training/Exam
You must upload a custom price quote, provided by your vendor, for each Credentialing Assistance (CA) request you submit.

Each custom quote must include the cost for each item on your CA request to include exam(s), training(s), or book(s) and material(s), and all administrative, application and shipping fee(s).
Allitems on the CA Request and custom quote must be from the same Vendor. Upload the vendor's custom quote to your Supporting Documents located at Education Record » Education Goals » VIEW DETAILS (in your CA
Goal) = Supporting Documents.

Failure to provide the Vendor's custom quote will result in rejection of your CA request. The quote MUST match what is listed in the CA request

What do you need funding for?

ADD EXAM ADD BOOKS AND MATERIALS ADDTRAINING

Y

1‘ Nate: You must first have an Exam or Training CA Request before you can create a Books or Matenial CA Request

BACK CANCEL




US Army Combined Arms Center

Creating a CA Request cont.
DRIVE CHANGE, FORGE VICTORY!

If the vendor has added books and/or materials, the Soldier can select here. If not,
they will have to add them manually (as demonstrated on the next slides)

# Demographic # Vendor # Dates

Add Book and Material
Study Material Test

Description: N/A
) e

Theory Book
Description: N/A
) sacc

Public Relations Book

Description: N/A

) S

Click the Select button on the
book/material you wish to
add to your request

BACK

NOTE: You can only select
one on this screen




* US Army Combined Arms Center Creating a CA Request cont. |

They will select either Books or Materials

D a—————————

&) Troining/Exam

# Demographic #) vendor &) Dites
Add Book or Material
% Select Associsted Training or Exam *
$Coat i ) "

Remaining Funding

Books Fiscal Year: 2023
$1,881.00

Materials

BACK

Add the title of the book or material, the cost, a description (need ISBN number if it is a book) then
they must associate these books with a training or exam previously submitted

&) Training/Exam

7 Dem h 7L Vi 7 D
Add Book or Material
Type* Cost ot acemttnam oo
Books v $20. Py .
— Remaining Funding
Army CA - Project Management Professional (PMP) Certification Training - TRAINING Fiscal Year: 2023
b $1,881.00

BACK .




# Demographic & vendor # Dzt
Add Book or Material
Tyoe* Cont* Sebect Asociated Training or Exam®
Books d $20 Armmy CA - Project Management Professional (PMP) Certification Training - TRAINING - . ”
Remaining Funding
Fiscal Year: 2023

Descript:

PMBOK, 6t Ed., ISBN# 1123022FL21V2

ADD BOOK OR MATERIAL BACK _
[h,

A,

$1,881.00

Once complete, they will click “Submit”

4 Training/Exam

# D 7 Ve & Dat
BOOK AND MATERIAL - Books y Fem?mmg Funding
S———— R Acsociaed Triningor $1,861.00
$20.00 $0.00 Army CA - Project Management Professional (PMP) Certification Training

o The Soldier should make sure to add shipping

ADD BOOKS AND MATERIALS . . . .
e Bt e e fees!!! Failure to do so if there is a fee will

Costs result in a rejected CA request.

$20.06 ;20.00 | $6.00

o (] e
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Creating a CA Request cont.

DRIVE CHANGE, FORGE VICTORY!

The Soldier can now click Finished!

Congratulations your credentialing assistance request has been submitted!

Your credentialing assistance request ID is 4081819

Here are the next steps

Your Credentialing Assistance (CA) request must be approved and paid by CA Finance before you can start your training or exam.

° As areminder, ensure you have uploaded your custom quote from the vendor in your Supporting Documents located at Education Record > Education Goals > VIEW DETAILS (in your CA
Goal) > Supporting Documents. Failure to provide will result in rejection of your CA request.

You can view your Credentialing Assistance Requests section under your Education Record to check the status and details of your applications.

FINISHED

&G



US Army Combined Arms Center Creating a CA Request cont. UNzy

DRIVE CHANGE, FORGE VICTORY!

CREATING CA REQUEST FOR
EXAMS
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The Soldier will follow the previous steps until they get to this page, then they will
select “ ADD EXAM”

& Create Credentialing Assistance

# Demographic &) Vendor &) Dates 4 Training/Exam

You must upload a custom price quote, provided by your vendor, for each Credentialing Assistance (CA) request you submit.
Each custom quote must include the cost for each item on your CA request to include exam(s), training(s), or book(s) and material(s), and all administrative, application and shipping fee(s)
All items on the CA Request and custom quote must be from the same Vendor. Upload the vendor's custom quote to your Supporting Documents located at Education Record » Education Goals > VIEW DETAILS (in your CA

Goal) > Supporting Documents.
Failure to provide the Vendor's custom quote will result in rejection of your CA request. The quote MUST match what is listed in the CA request.

‘What do you need funding for?

ADD EXAM ADD BOOKS AND MATERIALS ADD TRAINING

BACK CANCEL

They will then click “SELECT EXAM”

P—————
¢ Create Credentialing Assistance Request:

4 Troining/Exem

@ Demographic &) vendor #) Dates
Add Exam
Written - Project Management Professional (PMP) Remaining Funding
Description: N/A Fiscal Year: 2023
Category: Written SELECT EXAM $1‘86 1.00
BACK



* US Army Combined Arms Center Creating a CA Request cont.

They will select Location and add cost

#) Demographic &) Vendor ) Dotes 4 Training/Exam

Remaining Funding
DL Fiscal Year: 2023

NA b $1,861.00
Off Installation

On Installation

They will then click “ADD EXAM”

&) Vendor # Dates 4 Training/Exam

Written - Project Management Professional (PMP)

Location * Cost*

DL - $500

Remaining Funding

Fiscal Year: 2023
%m . | $1,861.00
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Creating a CA Request cont.

The Soldier can add any fees, such as application or membership fees, then click

“Submit”

¢ Create Credentialing Assistance Request: Project I

4 Dencgrachic & Vendor £ Dates

EXAM - Written - Project Management Professional (PMP) Bemaiﬂijf_l_ﬁ_FUndinE

emmentCost Student $1,311.00
$50000 3000

F2E- Application $5000 $000 REMOVE FEE

ADDFEE

F———
Credentialing Assistance Request Application:

Costs —

otal Costs overnment Costs Student Costs

$550.00 $550.00 $0.00

BACK nm@ CANCEL

Here are the next steps

4 Toiing/Eem

Congratulations your credentialing assistance request has been submitted!

Your credentialing assistance request ID is 4081825

o Your Credentialing Assistance (CA) request must be approved and paid by CA Finance before you can start your training or exam.

As areminder, ensure you have uploaded your custom quote from the vendor in your Supporting Documents located at Education Record > Education Goals > VIEW DETAILS (inyour CA
Goal) > Supporting Documents. Failure to provide will result in rejection of your CArequest.

o You canview your Credentlaling Assistance Requests section under your Education Record to check the status and detalls of your applications.

Click “FINISHED”

FI@%D




US Army Combined Arms Center Creating a CA Request cont.

DRIVE CHANGE, FORGE VICTORY!

Any time the Soldier submits a CA request for an Exam, it will remove credits from the
“Required Credits”. This will NOT affect their Semester hour limit for TA. Required Credits are
just the number of Exams for this credential.

They can continue to submit CA Requests (books/materials) from the same Goal, unless that
goal is completed. If they needed to submit for another Exam after the current goal is
completed (Why would they do this? Could be for recertification study materials or CEU/PDU
refresher requirement), they can submit a new Education Goal.

Fiscal Year Cap: 2023 Undergraduate ®  Graduate ®
$1,311.00 130 39

Recoupments

ACTIVE EDUCATION GOALS

5 Recoupment Transactions

Project Management Prof;

APPLY FOR FUNDING VIEW DETAILS
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Soldier submitted CA Request- waiting on ACAPO to review:

|D #4067 366-Exam Master
« ACTIVECA

TRAINING - PA-CAT 01/10/2023-04/13/2023

ACAPO reviewed case and move it to finance (CABO) for payment:

< o ACTIVE CA

EXAM -SY0-601 12/15/2022-01/10/2023 Level: Tech/OCC  Grade: Credits: 1  Government Cost: $282.00  Student Cost: $0.00 v

Finance (CABO) creating invoice but not paid yet:

EXAM -SY0-601 12/15/2022-01/10/2023 Level: Tech/OCC  Grade: Credits: 1  Government Cost: $282.00  Student Cost: $0.00 v

Payment was made by finance (CABO)- Soldier can contact vendor and begin:

APPROVED AND PAID & ACTIVECA >

TRAINING - CompTIA CertMaster Learn for Security+ (SY0-601) - Individual License with Labs 12/09/2022 - Level: Other Grade: Credits:1 Government $977.00
and Hand-on 01/01/2023 Student Cost: $0.00




* US Army Combined Arms Center Soldier Messages

Soldiers will receive notifications through their ArmylgnitED account when a Goal has
been created (this is just the goal, not the CA request), when ACAPO moves a case to
finance for payment, then when finance makes the payment.

Soldiers are responsible for checking their cases!

| CREATE MESSAGE
I
¥

_] Has Suspense Date
All
i
Army Credentialing Assistance Concurred
Thu 11/10/2022 Category: Education Goals
Army Credentialing Assistance Concurred From: Administrator. System
- -
Created: 11/10/2022
. Thu 1/30/2022

Education Goal Approved *** Attention: Do not reply to this message. If you have questions, please contact the Army Credentialing Assistance Program Office (ACAPO) ™

Education Goal Approv
*** Do not proceed to testing or training without email confirmation from the CA Finance Office that your funding request has been paid ™™
Hello,

Your education goal has been created Your application for Credentialing Assistance (CA) has been reviewed and concurred by ACAPO. Your CA request is now being reviewed for payment by the CA Finance Office.

Currently, you do not have approved funding. Your CA request must be paid by CA Finance before you can start your training or eam You will receive another message once the CA Finance Office processes your CA.

Please logininto ArmylgnitD to view your CA Requests.
You can view your Credentialing Assistance Requests section under your Education Record to check the status and details of your applications. You may also be required to digitally sign your CA Request

Reasor: test

Credentialing Assistance Application Detalls:
Appication | (NI
Institution: Exam Master
Coursels)
« Course: TRAINING
Title: PA-CAT

Dates: 1/10/2023-4/13/2023

Vit
ArmyignitED System Administrator
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Need Assistance?

Need Assistance or Counseling? Please go to the Army CA Page within Army COOL:
https://www.cool.osd.mil/army/costs and funding/index.html?credentialingassistance

And click the “Contact An Army CA Counselor” to schedule your appointment!

(O OPPORT
&

I

/

ARmy o8~

GET CERTIFED ~ EXPLORE MILITARY OCCUPATIONS  LEARN & DEVELOP PROFESSIONALLY  RESOURCES & LINKS

« Costs

Army Credentialing Assistance

Frequenty Asked Q) AQs)

red Crede;

Institutionally el

GIBII®

ARMY COOL

/ Credentialing Opportunities On-Line

Goto: MOS | WOMOS | Officer | ASl | Crede ssistance | Credential Search | Contact Us

WELCOME TO THENEW COOL

Costs and Funding

Army Credentialing Assistance (CA) Program

Take advantage of 3 great opportunity t pay for credntials that can ennance your skills and qualifications both during and after military service! The Army Credentialing Assists

ce (CA) Program can pay for courses and exams that lesd to industry-recognized civiian
credentials in an occupationl area of your choice. You may use this program 1o enhance your skills, either in your current S, or in an occupation you would like to pursue when you leave military service. You can request CA fung .
cooL

s Ay

Virtual Counselor Info Shest
Learn what CA funds an th

CONTACT AN ARMY CA COUNSELOR
Learn sbout how to apply for (A on the B

The Army Decision Su 0l (DST) in MilGears can assist you in researching options before selecting credentials and/or degrees by completing an interest inventory. The tool will analyze your input into the inter®
occupations you may be interested in, and will show the related credentials and/or academic degrees that support your career choices. Ifyou find an accupation and credential you are interested in, you'l have the opti
s areference,

wentory, provide you with related civiizn
g 10ad and save & summary page of tig

#ctions thatyou can keep

The five most requested credentials on Army COOL are [isted below. Learn more sbout each ane on their credential snapsnot page.

Trending Career Opportunities

* Medical - Discover fast-tracked Career opooriunities &t tne VA for heslin professionals

Tome o Uss
Disclaimer

sty
ersty Equality nd incusion,
Privacy and Securty

WUE AR

i

Yy
ol


https://www.cool.osd.mil/army/costs_and_funding/index.html?credentialingassistance

US Army Combined Arms Center
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Army Credentialing Assistance Program Page:

https://www.cool.osd.mil/army/costs and funding/army credential assistance.htm

ArmylgnitED:

https://www.armyignited.army.mil/

ARMY CREDENTIALING
ASSISTANCE

Current as of 1 Jul 23


https://www.cool.osd.mil/army/costs_and_funding/army_credential_assistance.htm
https://www.armyignited.army.mil/
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