¢ uS.ARMY Army Human Resources Command

Purpose

Provide information and step-by-
step instruction on how to submit
an Army CA Request.

Agenda

> Slides 2-15: Creating a CA Request for
Training
> Slides 16-20: Creating a CA Request for
. - Training Manually
The Al’my Credentlal | ng > Slides 21-29: Creating a CA Request for
. Books or Materials

ASS'Stance (CA) Prog ram > Slides 30-38: Creating a CA Request for
Exams
> Slide 39-51: Creating a CA Request for
Recertification
> Slide 52-55: Checking the Status of a CA
Request
> Slide 56: Need Assistance or Counseling?
Schedule your appointment with a CA
Counselor now!

The Army Credentialing Assistance Program Office (ACAPO)
1 October 2025

Commanding General — MG Hope C. Rampy
Command Sergeant Major — CSM Robert H. Atkinson
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CREATING CA REQUEST
FOR TRAINING
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Y uS.ARMY Creating a CA Request

J

After the Goal has been approved, Soldiers can click on “Apply For Funding’

NOTE: Dashboard provides information on lifetime limits, total spent between TA/CA,
and “How does my Funding breakdown work?” link to provide explanation

21
& EDUCATION PROGRAMS ~ n SQT-CAACTIVEUSER1 v  HELP

Dashboard

B Messages

22 Military Supervisor

Funding Remaining TA Credits Remaining

EDUCATION RECORD

Funding Requests
ED CENTER INFO VIEW DETAILS

Fiscal Year Cap: 2025

Education Goals

Ed Center
I - P e i X
Documents Total Funding Remaining: $4,490.00 Total TA Funding Spent: Total CA Funding Spent: $10.00 Fort Knox Education Center (Knox)
$10.00 - . s
Remaining CA Funding Available: $1,990.00
Testing Needs A s
et C A Cradentiale Lsad: eeds Assessment Survey
How does my Funding breakdown work? Lifetime CA Credentials Used: 1/6 Your Education Centeris currently offering  needs assessment
Recoupments survey. This survey will measure satisfaction, quality, availability,
delin vice and is meant to gauge the effec of on-

ACTIVEEDUCATION GOALS

installation education programs. Please take the survey if you
have notalready.

5G Technician (5GT) Ed Center Events

Recoupment Transactions

Education Programs

APPROVED s Credentialing Assistance - Non MOS Related » Eligible for Active CA g .
Annual Graduation Ceremony
Career Path DECIDE 11/01/2024
0% COMPLETE
MILGEARS VIEWALL
Completed Credits: 0.00 Transferred Credits: 0.00 Remaining Credits: 1.00
Research Ed Center News
EW DETAILS EWALL
INFORMATION
0 Resources
ARMY NEWS

E News

VIEW ALL
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Creating a CA Request cont.

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 Req

Address

.......

¢ Create Credentialing Assist Request

Contact Information Address

VERIFY AND PROCEED CANCEL - @
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JX LS. ARMY Creating a CA Request cont.

Soldiers must read ALL!! Understand what is being agreed upon!

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

User Agreement

In order to simplify the application process, you should be aware of or have the following information:

rieeded for your funding

ing Information: credentia

ame, course/aam

nd/or exams. The Credentialing Assistance (CA] request date must be 90-45 day

cannot exceed

the vendor if registration is required prior to t artdate, butdo nat pay anything out of pocket as it wil

» Submit requests for books and material njunction with a reque: a 58 Or Ui or bool rial alone wi col (MM O CUrTEent Courss

al dataisuptodate onyo

You must agree to all conditions in order to submit this application for approval:
ACADEMIC

o

erstand that it is my: stedin the Army offici }. Grader & and will result in recoupment of CA

e considered overdue and will

urse/exam es

des, exam completions, etc) by the sb

or the Army to share my traini

grant perm

asneeded

ind scademic

Al policies and condit

ovE Course or do

differen

4000 per FY.

czand CA; how

st and fees, | unders

the o

grades unresolved 180

te; orwithdrawals if

3lure to comglete the course was not due to reason; my contral

(LAW AR £21-5). I hereby voluntarily authoriz:

on doss not gua $ Ay has no 0 n o fury jon, and d 2 course or st for an exam untl ith

0 pald by the ACCESS CA Flnance Office,

o coordinate wi

0

an extension from the ACAPC to ensure tl

anextension, | will pay all extension fees to the vendor,

nal unt!

AUTHORITY: 10 USC
PRINCIPAL PURPOSE: To
ROUTINE USES: Inforria
DISCLOSURE: Voluntary: ho

ion will

PENALTY STATEMENT:

of requesting

feral funding that duplic

25 COUMSE CO5TS funde

| AGREE, CONTINUE CANCEL

Once done, check the boxes, then click on “l| Agree,
Continue”
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Creating a CA Request cont.

Soldier will select an answer, then click “Next”

¢ Create Credentialing Assistance Request: Project Management Professio

Are you applying for funding from a deployed location?

NEXT (CANCEL

J

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 P 1

# Demographic & Vendor & Dates 4 Training/Exam . Supporting Documentation

Select your Vendor:

Ifyou 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, Vendar URL, Vendor Email, and Vendor Phone Number,

Vendor*

| Joe’s |

Joe’s TrngRus

BACK CANCEL
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JX LS. ARMY Creating a CA Request cont.

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

€ Create Credentialing Assistance Request: Project Managemei

# Demographic # Vendor 3 Dates . Training/Exam . Supporting Documentation

What are your exact start and end dates?

You may select up to 365 days to complete your training or exam. If you do not complete the training or examin the timeframe you request, you will be required to reimburse the government for the costs associated to your training or exam, and the associated book(s), material(s), and/or fees.

2/20/2025 o}
2/28/2025 =
BACK NEXT CANCEL
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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!

i Credentia"ng Tl RequeSt: i Technidanescn _

#) Demographic 7 Vendor #) Dates 2) Training/Exam .Eqi::-irzir;:'r:ulrz':t;:i:r

Please select the applicable funding request; (Training, Exam, Books and Materials)
Selecting an incorrect type will result in your request being disapproved. Thereby requiring
anew su bmission.

What do you need funding for?

@ @
ADD EXAM ADD BOOKS AND MATERIALS ADD TRAINING

BACK NEXT CANCEL
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Creating a CA Request cont.

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.

NOTE!!! The banner in blue provides information on the mandatory requirement to request the
exam within 180 of the end date. If there are multiple training requests needed prior to the exam,
please contact ACAPO within ArmylgnitED using the “Credentialing Assistance (CA) Office”
category

i Credentia“ng e RequeSt: Project Manageme—

& Demographic & Vendor

# Dates 4 Traini

ining/Exam @ Ssucrorting Documentation

[6) LAW Army policy, you are required to submit 3 CAR for, and take, the exam associated with this credential training. You must submit another CAR to take the relatad credentialing exam within 180 days of successfully
completing the training.

Add Training Remaining Funding
Fiscal Year: 2025

AF COOL - Project Management Professional (PMP) Certification Training $1,000.00

service members to ensure
nagement System Access, Full length practice exam. SELECT
1stom courses can be scheduled for groups of 8 or more anywhere

aining Partner (ATP) and 1003¢ veteran company we have built a system to partner with our
ive model for learning include unlimited re-attendance, Learning Ma
2. esk Classis 5 d

Army CA - Project Management Professional (PMP) Certification Training

Description: N/A
SELECT

ADD MANUALLY BACK

*

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)
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Creating a CA Request cont.

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

© “ng i RequeSt: Proje—

# Demosrap hic #) Vendor ) Dates 4) Training/Exam @ sucvorting Documentation

1AW Army policy, you are required to submit a CAR for, and take, the exam associated with this credential training. You must submit another CAR to take the related credentialing exam within 180 days of successfully
completing the training.

Add Training Remaining Funding
Fiscal Year: 2025
Army CA - Project Management Professional (PMP) Certification Training $ 2099 $1,000.00
nnnnnnnnnnnn
N/A
e
ADD TRAINING BACK

@

Soldiers can add any application fee or membership fee if needed (if funding is
available). Soldiers must keep in mind that an exam must be requested, and
funding must be available. Contact ACAPO or VCC for further guidance if needed

< Create Credentialing Assistar quest: Pr
# Demosgraphic # Vendor 7 Dates 4 Training/Exam @ suprorting Documentation
TRAINING - Army CA - Project Management Professional (PMP) Certification Training 2 Rif“awi"gfo";di"g
iscal Year: 2025
$0.00
Government Cost Student Cost
$1,000.00 $1.099.00
ADD FEE
Costs
Total Costs Government Costs Student Costs
$2,099.00 $1,000.00 $1,099.00
BACK NEXT CANCEL
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JX LS. ARMY Creating a CA Request cont.

select the type of fee

If Soldier is adding fees,

¢ Create Credentialing Assistance Request: Project Manz

# Demosgraphic ) venaor &) Dates 4) Tralning/Exam

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

Add Fee

Administrative @

Application

Shipping

« Create Credentialing Assistance Request: Project Manager

# Demographic & Vendor # Dates 4 Training/Exam

Credentialing Assistance funding will anly pay for fees associated with sdministrati

ion, 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

Troe Cont*
Administrative ” §20
Deserigtion*

APPLICATION

AHF BACK
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JX LS. ARMY Creating a CA Request cont.

When complete, Soldier will click “Next”

¢ Create Credentialing Assistance Request: 5G

# Demographic # Vendor #) Dates 4 Training/Exam .5_\|:\;‘:I’t:\'\§i3C'CLZ:1ET.E'.C‘T

TRAINING - test training % R?'na::ing;u;ding
iscal Year: 2025

$1,970.00
Government Cost Student Cost

$15.00 $0.00

FeeType Government Cost Student Cost
FEE - Administrative $5.00 $0.00 REMOVE FEE

ADDFEE

Costs

Total Costs Government Costs Student Costs

$20.00 $20.00 $0.00
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Creating a CA Request cont.

Soldiers must now add the custom quote that was received from the selected vendor.

NOTE! The quote must match the CA Request when it is submitted. If quote is itemized, or
bundled, it will be rejected. Soldiers must contact the vendor (exceptions- Pearson Vue and
CompTIA where screenshot is allowed) to request a custom quote for the CA Request

¢ Create Credentialing Assistance Request: CompTIA A+

# Demographic # Vendor # Dates # Training/Exam 5 Supporting Documentation
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 administrative application and/or shipping
fee(s). Bundling is not authorized. The Army Credentialing Assistance Program Office (ACAPO) will not approve CA requests without the custom price quote uploaded to this request or if the quote is bundled. If you submit an incorrect quote, you can

submit the correct one to your student documents.

Supporting documentation file{s) must be under 4MBs and one of the following file types: pdf, xIs, xlsx, doc, docx.

Custom Quote from Vendor

X CHOOSE FILE

Other Documents from Vendor (Optional)

1. CHOOSE FILE

BACK SUBMIT CANCEL
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JX LS. ARMY Creating a CA Request cont.

Once the custom quote is uploaded, the button will turn yellow. Hit “Submit”

< Create Credentialing Assistance Request: CompTIA A+

# Demographic # Vendor & Dates # Training/Exam 5 Supporting Documentation
You must upload a custom price quote, provided by your vendor, for each Credentialing Assistance (CA) request you submit. Each custom guote must include the cost for each item on your CA request to include administrative application and/or
shipping fee(s). Bundling is not authorized. The Army Credentialing Assistance Program Office (ACAPO) will not approve CA requests without the custom price quote uploaded to this request or if the quote is bundled. If you submit an incorrect quote,

you can submit the correct one to your student documents.

Supporting documentation file(s) must be under 4MBs and one of the following file types: pdf, xls, xlsx, doc, docx.

B Custom Quote from Vendor - test doc.pdf E)

Custom Quote from Vendor

X CHOOSE FILE

Dropfile here

: pdf

Supported ile types

Other Documents from Veendor (Optional)

X CHOOSE FILE

BACK SUBMIT CANCEL
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JX LS. ARMY Creating a CA Request cont.

Soldier can now click Finished! They will now
have an ID number (CA Request number) for
this case!

Credentialing Assistance Request Application: Application Submitted

Congratulations your credentialing assistance request has been submitted!

@redentia\ing assistance request ID is 4908861

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.

° 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

Credentialing Assistance Request Submitted!
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CREATING CA REQUEST
FOR TRAINING

MANUALLY
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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”

< Create Credentialing Assistance Request: 5G°

# Demographic #) Vendor #) Dates 4 Training/Exam @ sueoorting Documentation
© ek m exam wi You m mi cag exam fu
com
Add Training Remaining Funding
ar: 2025

Fiscal Year:
$1,990.00

2 Demoziaphic = v & Dates ing/F @
TRAINING - TEST 56 Remainin g Funding
Fiscal Year
Government Cost Student Cost $3,330.00
$35.00 $0.00
e
Costs
$5500 —— Add f th lick “Next”
$35.00 $35.00 so.00 any rees, then CliC ex
v W e  E—
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JX LS. ARMY Creating a CA Request cont.

Soldiers must now add the custom quote that was received from the selected vendor.
NOTE! The quote must match the CA Request when it is submitted. If quote is itemized, or
bundled, it will be rejected. Soldiers must contact the vendor (exceptions- Pearson Vue and

CompTIA where screenshot is allowed) to request a custom quote for the CA Request

¢ Create Credentialing Assistance Request: 5G Technician (5

# Demographic # Vendor # Dates & Training/Exam 5 Supporting Documentation

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 administrative
application and/or shipping fee(s). Bundling is not authorized. The Army Credentialing Assistance Program Office (ACAPOQ) will not approve CA requests without the custom price quote uploaded to this request or if the quote is
bundled. If you submit an incorrect quote, you can upload the correct one to your existing CA Request (while in “Pending ACAPO Review" Status). If the quote is incorrect when ACAPO reviews your CA Request, it will be rejected,
and you will have to submit a new CA request with new start and end dates. ACAPO cannot revert a rejected CA Request to the original submission.

The quote must come from the vendor, and it MUST match what is listed in the CA request(exceptions-Pearson Vue, CompTIA, IBSC)

Supporting documentation file(s) must be under 4MBs and one of the following file types: pdf, xls, xlsx, doc, docx.

Custom Quote from Vendor

. CHOOSE FILE

\

Supported file types are: .xlsx, .xls, .doc, .docx, .pdf

Other Documents from Vendor (Optional)

X CHOOSEFILE

g
3
k]
=h
R
>
o
o

\

Supported file types are: .xlsx, .xls, .doc, .docx, .pdf
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JX LS. ARMY Creating a CA Request cont.

Once the custom quote is uploaded, the button will turn yellow. Hit “Submit”

< Create Credentialing Assistance Request: CompTIA A+

# Demographic # Vendor & Dates # Training/Exam 5 Supporting Documentation
You must upload a custom price quote, provided by your vendor, for each Credentialing Assistance (CA) request you submit. Each custom guote must include the cost for each item on your CA request to include administrative application and/or
shipping fee(s). Bundling is not authorized. The Army Credentialing Assistance Program Office (ACAPO) will not approve CA requests without the custom price quote uploaded to this request or if the quote is bundled. If you submit an incorrect quote,

you can submit the correct one to your student documents.

Supporting documentation file(s) must be under 4MBs and one of the following file types: pdf, xls, xlsx, doc, docx.

B Custom Quote from Vendor - test doc.pdf E)

Custom Quote from Vendor

X CHOOSE FILE

Dropfile here

: pdf

Supported ile types

Other Documents from Veendor (Optional)

X CHOOSE FILE

BACK SUBMIT CANCEL
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JX LS. ARMY Creating a CA Request cont.

Soldier can now click Finished! They will now
have an ID number (CA Request number) for
this case!

Credentialing Assistance Request Application: Application Submitted

Congratulations your iali i est has been submitted!
Your credentialing assistance request ID is 4908861

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.

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.

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

FINISHED

Credentialing Assistance Request Submitted!

U.S. Army Human Resources Command “Soldiers First” //CUl// PED LEVEL 2
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CREATING CA REQUEST
FOR BOOKS OR
MATERIALS
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Creating a CA Request cont.

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: 5G Technician (

#  Demographic # VNendor # Dates 4 Training/Exam .E.ID:CI'('\'\E:‘:ICL mentation

Please select the applicable funding request; (Training, Exam, Books and Materials)
Selecting anincorrect type will result in your request being disapproved. Thereby requiring
anew submission.

What do you need funding for?

® 6} 6]
ADDEXAM ADD BOOKS AND MATERIALS ADD TRAINING

BACK NEXT CANCEL
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Creating a CA Request cont.

If the vendor has added books and/or materials, the Soldier can select here. If
not, they will have to add them manually

# Demographic

Add Book and Material
Study Material Test

Description: N/A

Theory Book

Description: N/A

Public Relations Book

Description: N/A

BACK

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

NOTE: You can only select
one on this screen

) =
» SELECT

# Dates

=

€ Create Credentialing Assistance Request: Senior Professional in Human Ry -f

7 Demograptic 7 Vexdr 7 Dites 4 Training/Exam

BOOK AND MATERIAL - Books

Govemnent Cost Studznt Cost Associated Trzining or Exem
5100 $0.00 Senior Professional in Human Rescurces sPHR
@ AbDFEE
ADD BOOKS AND MATERIALS _
Costs
Totsl Costs Government Costs Student Costs
$1.00 $100 $0.00

BACK NEXT CANCEL

@ surt

Remaining Funding

Fiscal Year

$000

ng Documentation

U.S. Army Human Resources Command “Soldiers First”

//CUl// PED LEVEL 2
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Creating a CA Request cont.

# Demographic

Add Book or Material

S mat
Books
Materials
BACK

Select either Books or Materials R

# \endor

& Dates 4 Training/Exam .S,\ppcrting[‘:\:leata:':ﬂ

Salact Associsted Training or Exa

Remaining Funding

$1,881.00

Add the title of the book or material, the cost, a description (need ISBN number if it is a book)

then the Soldier must associate these books with a training or exam previously submitted
« Create Credentialing Assistance Request: Project Management |

# Demographic
Add Book or Material

L o8t
Books $20.

BACK

& Vendor

& Dates

4 Training/Exam . Supporting Documentation

Remaining Funding
Army CA - Project Management Professional (PMP) Certification Training - TRAINING {':J Fiscal Year: 2023

$1,881.00

U.S. Army Human Resources Command

“Soldiers First”

//CUl// PED LEVEL 2 24



Creating a CA Request cont.

¢ Create Credentialing Assistance Request: Project Ma
# Demographic #) Vendor ) Dates 4) Training/Exam @ suovorting Documentation

Add Book or Material

e Cont* Sebect Associated Training or Exam®
Books - $20 Army CA - Project Management Professional (PMP) Certification Tralning - TRAINING
Remaining Funding
Descrition* Fiscal Year: 2023
PMBOK, 6t Ed., ISBN# 1123022FL21V2 $1,881.00

e R _

Once oplete, they will click “Next”

¢ Create Credentialing Assistance Request: Project Man

#) Demographic & Vendor & Dates 4 Training/Exam . Supporting Documentation
BOOK AND MATERIAL - Books Bemalnl)(lg_ Funding
x Fiscal Year: 202
Government Cost Student Cost Associated Tralning or Exar $1,861.00
$20.00 $0.00 Army CA - Project Management Professional (PMP) Certification Training

e — The Soldier should make sure to add

oo e I shipping fees!! Failure to do so if there
is a fee will result in a rejected CA request.

Costs

$20.00 $20.00 $0.00

U.S. Army Human Resources Command “Soldiers First” //CUl// PED LEVEL 2
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Creating a CA Request cont.

Note!! Per CA Policy, Books and/or Materials cannot have a split cost (government cost /student

cost). The ArmylgnitED system will show a pop-up box that will inform Soldiers that the funding

limit has been exceeded. Soldier must contact ACAPO to discuss options (if any). If there is no

other way to reduce this cost so the total cost is not split, ACAPO will reject the CA request, even
if the Soldier selects “Acknowledged”.

#  Demographic # Vendor & Dates 4 Training/Exam . Supporting Documentation
BOOK AND MATERIAL - Books “ N
Fiscal Year: 2025
Funding Request Exceeds Available Funding $0.00
Government Cost Student Cost Associated Training or Exam Your CA requests exceeds your remaining annual funding
$1 956.00 $44 00 test5 limit, resulting in a shared cost for this request. This CAR

can still be submitted, but please contact the Army
Credentialing Assistance Program Office (ACAPO) to
discuss your options to complete the requirement.

ADDFEE
o Ifyou have questions about credentialing assistance,
please contact ACAPO within ArmylgnitED messaging
using the Credentialing Assistance (CA) Office category.
ADD BOOKS AND MATERIALS
Thank-you,
ArmylgnitED System Adminstrator
ACKNOWLEDGED
Costs
!
Total Costs Government Costs Student Costs
$2,000.00 $1,956.00 $44.00
BACK NEXT CANCEL
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Creating a CA Request cont.

Soldiers must now add the custom quote that was received from the selected vendor.

NOTE! The quote must match the CA Request when it is submitted. If purchasing
books/materials from Amazon (or similar), Soldier must provide screenshot of cart with items,
shipping cost, link to purchase in the quote. Failure to provide details that will help Finance find
the items, will result in rejection.

¢ Create Credentialing Assistance Request: CompTIA A+

# Demographic # Vendor # Dates # Training/Exam 5 Supporting Documentation

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 administrative application and/or shipping
fee(s). Bundling is not authorized. The Army Credentialing Assistance Program Office (ACAPO) will not approve CA requests without the custom price quote uploaded to this request or if the quote is bundled. If you submit an incorrect quote, you can
submit the correct one to your student documents.

Supporting documentation file{s) must be under 4MBs and one of the following file types: pdf, xs, xlsx, doc, docx.

Custom Quote from Vendor

X CHOOSE FILE
Dropfile here

Sup-ported file types are: .pdf

Other Documents from Vendor (Optional)

X CHOOSE FILE

BACK SUBMIT CANCEL
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JX LS. ARMY Creating a CA Request cont.

Once the custom quote is uploaded, the button will turn yellow. Hit “Submit”

< Create Credentialing Assistance Request: CompTIA A+

# Demographic # Vendor & Dates # Training/Exam 5 Supporting Documentation
You must upload a custom price quote, provided by your vendor, for each Credentialing Assistance (CA) request you submit. Each custom guote must include the cost for each item on your CA request to include administrative application and/or
shipping fee(s). Bundling is not authorized. The Army Credentialing Assistance Program Office (ACAPO) will not approve CA requests without the custom price quote uploaded to this request or if the quote is bundled. If you submit an incorrect quote,

you can submit the correct one to your student documents.

Supporting documentation file(s) must be under 4MBs and one of the following file types: pdf, xls, xlsx, doc, docx.

B Custom Quote from Vendor - test doc.pdf E)

Custom Quote from Vendor

X CHOOSE FILE

Dropfile here

: pdf

Supported ile types

Other Documents from Veendor (Optional)

X CHOOSE FILE

BACK SUBMIT CANCEL
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JX LS. ARMY Creating a CA Request cont.

The Soldier can now click Finished!

Credentialing Assistance Request Application: Application Submitted

Congratulations your credentialing assistance request has been submitted!

Your credentialing assistance request ID is 4208861

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.

o 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.

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

FINISHED

Credentialing Assistance Request Submitted!
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CREATING CA REQUEST
FOR EXAMS
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Creating a CA Request cont.

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

4 Training/Exam @ suvvorting Documentation

# Demographic & Vendor # Dates

Please select the applicable funding request; (Training, Exam, Books and Materials)
Selecting an incorrect type will result in your request being disapproved. Thereby requiring

anew submission.
What do you need funding for?

ADD EXAM ADD BOOKS AND MATERIALS ADD TRAINING

BACK NEXT CANCEL

They will then click “SELECT EXAM”

< Create Credential

4 Training/Exam . Supporting Documentation

# Demographic # Vendor

Add Exam

Remaining Funding
Fiscal Year: 2025

Written Exam - Project Management Professional (PMP)
Description: N/A
Catspory: Weitten # SELECT EXAM $1,000.00

BACK

31
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Creating a CA Request cont.

They will select Location and add cost

< Create Credentialing 2

# Demographic 7 Vendor # Dates 4) Training/Exam @ suovorting Documentation

o

Exam Title
Written Exam - Project Management Professional (PMP)

Location*
DL/Online . o )
Remaining Funding
Fiscal Year: 2025
ADD EXAM BACK $1,000.00

They will then click “ADD EXAM”

< Create Credentialing

#) Demographic @ Vendor ¥ Dates 4) Training/Exam . Supporting Documentation

Exam Title
Written Exam - Project Management Professional (PMP)

Location*
-~ 188
DL/Online $

Remaining Funding
Fiscal Year: 2025

ADD EXAM BACK - $1,000.00
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Creating a CA Request cont.

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

€ Create Credentialing Assistance Request: |

# Demographic # Vendor # Dates 4 Training/Exam .S,\p;’:rtin_zils:tn;1tat:w
EXAM - Written Exam - Project Management Professional (PMP) % Ri'.“a"r;’"g;”;_d'”g
iscal Year: 2025
$812.00
Government Cost Student Cost
$188.00 $0.00
ADD FEE ‘
Costs
Total Costs Government Costs Student Costs
$188.00 $188.00 $0.00

BACK NEXT CANCEL

]
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Creating a CA Request cont.

Note!! Per CA Policy, Exams cannot have a split cost (government cost /student cost). The
ArmylgnitED system will show a pop-up box that will inform Soldiers that the funding limit has
been exceeded. Soldier must contact ACAPO to discuss options (if any). If there is no other
way to reduce this cost so the total cost is not split, ACAPO will reject the CA request, even if
the Soldier selects “Acknowledged”.

# Demographic # Vendor 7/ Dates 4 Training/Exam . Supporting Documentation
EXAM - Written Exam - ACSM Certified Personal Trainer (ACSM-CPT) % P T
Fiscal Year: 2025
Funding Request Exceeds Available Funding $0.00
Government Cost Student Cost Your CA exam request exceeds your remaining annual
$1 956.00 $44 00 funding limit, resulting in a shared cost for this exam. This

CAR can still be submitted, but please contact the Army
Credentialing Assistance Program Office (ACAPO) to
discuss your options to complete the exam requirement.

ADDFEE
= Ifyouhave questions about credentialing assistance, k-
please contact ACAPO within ArmylgnitED messaging
using the Credentialing Assistance (CA) Office category.
. Thank-you,
ArmylgnitED System Adminstrator
Costs

ACKNOWLEDGED
Total Costs Government Costs Student C/
$2,000.00 $1,956.00 $44.00 ’ \

BACK NEXT CANCEL
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JX LS. ARMY Creating a CA Request cont.

Soldiers must now add the custom quote that was received from the selected vendor.

NOTE! The quote must match the CA Request when it is submitted. If quote is itemized,
or bundled, it will be rejected. Soldiers must contact the vendor (exceptions- Pearson Vue
and CompTIA where screenshot is allowed) to request a custom quote for the CA Request

< Create Credentialing Assistance Request: 5G Technician (5

# Demographic # Vendor & Dates # Training/Exam 5 Supporting Documentation

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 administrative
application and/or shipping fee(s). Bundling is not authorized. The Army Credentialing Assistance Program Office (ACAPO) will not approve CA requests without the custom price quote uploaded to this request or if the quote is
bundled. If you submit an incorrect quote, you can upload the correct one to your existing CA Request (while in “Pending ACAPO Review” Status). If the quote is incorrect when ACAPO reviews your CA Request, it will be rejected,
and you will have to submit a new CA request with new start and end dates. ACAPO cannot revert a rejected CA Request to the original submission.

The guote must come from the vendor, and it MUST match what is listed in the CA request(exceptions-Pearson Vue, CompTIA, IBSC).

Supporting documentation file(s) must be under 4MBs and one of the following file types: pdf, xls, xIsx, doc, docx.

Custom Quote from Vendor

. CHOOSEFILE

Supported file types are: .xlsx, .xls, .doc, .docx, .pdf

Other Documents from Vendor (Optional)

1. CHOOSEFILE

[y ’
~ /
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JX LS. ARMY Creating a CA Request cont.

Once the custom quote is uploaded, the button will turn yellow. Hit “Submit”

< Create Credentialing Assistance Request: CompTIA A+

# Demographic # Vendor & Dates # Training/Exam 5 Supporting Documentation
You must upload a custom price quote, provided by your vendor, for each Credentialing Assistance (CA) request you submit. Each custom guote must include the cost for each item on your CA request to include administrative application and/or
shipping fee(s). Bundling is not authorized. The Army Credentialing Assistance Program Office (ACAPO) will not approve CA requests without the custom price quote uploaded to this request or if the quote is bundled. If you submit an incorrect quote,

you can submit the correct one to your student documents.

Supporting documentation file(s) must be under 4MBs and one of the following file types: pdf, xls, xlsx, doc, docx.

B Custom Quote from Vendor - test doc.pdf E)

Custom Quote from Vendor

X CHOOSE FILE

Dropfile here

: pdf

Supported ile types

Other Documents from Veendor (Optional)

X CHOOSE FILE

BACK SUBMIT CANCEL

U.S. Army Human Resources Command “Soldiers First” //ICUl// PED LEVEL 2 36



JX LS. ARMY Creating a CA Request cont.

Soldier can now click Finished! They will now
have an ID number (CA Request number) for
this case!

Credentialing Assistance Request Application: Application Submitted

Congratulations your iali i est has been submitted!
Your credentialing assistance request ID is 4908861

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.

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.

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

FINISHED

Credentialing Assistance Request Submitted!
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Creating a CA Request cont.

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

Soldiers can continue to submit CA Requests (books/materials) from the same Goal, unless
that goal is completed. If a Soldier 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. If an exam was
not completed successfully, the Soldier must submit an ArmylgnitED message to ACAPO in
ArmylgnitED using the “Credentialing Assistance (CA) Office” category to request ACAPO
add another exam to their goal.

-
E°  EDUCATIONPROGRAMS ~ ) merurneLacTvern + e

Fiscal Year Cap: 2025

Total Funding Remaining: $3.490.00

How does my Funding breakdavm wark:

ACTIVE EDUCATION GOALS

Commercial Pilot, Airplane Multi-Engine (AME) Rating

VIEW DETAILS

APPLY FOR FUNDING

Project Managemef

100% COMS

APPLY FOR FUNDING VIEW DETAILS
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CREATING CA REQUEST
FOR RECERTIFICATION
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JX LS. ARMY Creating a CA Request cont.

To request a Recertification, click on “Apply for
Funding” from a “Completed” goal

ignitedﬂ B n MIKEPURNELLACTIVETA ~  HEl

i ED CENTER INFO VIEWDETALS
Fiscal Year Cap: 2025
B Messapes
B PeoplelSupervise Total Funding Remaining: $3,490.00 Total Funding Spent: $101000 Remaining CA Funding Available: §990.00 amp Darby (Livorno) Education Cer
s $0.00
25 Military Supenvisor
Lifetime CA Credentials Used: 2/6 Neads Assessment Surve
N How does my Funding breakdawn work? Yo Ed
& Civilian Supervi
ACTIVE EDUCATION GOALS £ Center Events
EDUCATION RECORD vewau
Commercial Pilot, Airplane Multi-Engine (AME) Rating
Funding Reguests
APPROVED » C Active CA Ed Center News
D CresteSFIE2 VEWALL
0% COMPLETE
~  Educstion Goals
=200
D Documents \ing
e ARMY NEWS
B Testing >
VIEWALL
$  Recoupments VIEW DETAILS

$  Recoupment Transactions

B Educstion Programs » Accounting

APPROVED » AL

¥ CareerPath DECIDE

¥ MIGEARS U COMPLETE
2000 Remsining Credits: 126,00
B Research >
'APPLY FOR FUNDING VIEW DETAILS
INFORMATION
O Resources
Project Management Professional (PMP)
News

COMPLETED « C

B Education Center Visits
100% COMPLETE

B Education Center Events

00

Vers 'APPLY FOR FUNDING VIEW DETAILS
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JX LS. ARMY Creating a CA Request cont.

Edit or click “Verify and Proceed”

€ Create Credentialing Assistance Request

Contact Information Address

Verify that the contact information is accurate. Your funding request cannot proceed if certain fields are missing. Verify that the address is accurate. Your funding request cannot proceed if certain fields are missing.

Zip Code must have 5 digits with an optional - and 4 more digits. Ex: 12345 or 12345-1234

Email
mike.purnell@bamtech.net Street 1
1467 Princess Ave
Personal Email
MambaOut@DSL.edu Street 2
Work Phone City State Zip
(555) 555-5555 Philadelphia AL 08167
Mobile Phone

(282) 013-6407

VERIFY AND PROCEED CANCEL
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JX LS. ARMY Creating a CA Request cont.

Soldiers must read ALL!! Understand what is being agreed upon!

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

User Agreement

In order to simplify the application process, you should be aware of or have the following information:

rieeded for your funding

ing Information: credentia

ame, course/aam

nd/or exams. The Credentialing Assistance (CA] request date must be 90-45 day

cannot exceed

the vendor if registration is required prior to t artdate, butdo nat pay anything out of pocket as it wil

» Submit requests for books and material njunction with a reque: a 58 Or Ui or bool rial alone wi col (MM O CUrTEent Courss

al dataisuptodate onyo

You must agree to all conditions in order to submit this application for approval:
ACADEMIC

o

erstand that it is my: stedin the Army offici }. Grader & and will result in recoupment of CA

e considered overdue and will

urse/exam es

des, exam completions, etc) by the sb

or the Army to share my traini

grant perm

asneeded

ind scademic

Al policies and condit

ovE Course or do

differen

4000 per FY.

czand CA; how

st and fees, | unders

the o

grades unresolved 180

te; orwithdrawals if

3lure to comglete the course was not due to reason; my contral

(LAW AR £21-5). I hereby voluntarily authoriz:

on doss not gua $ Ay has no 0 n o fury jon, and d 2 course or st for an exam untl ith

0 pald by the ACCESS CA Flnance Office,

o coordinate wi

0

an extension from the ACAPC to ensure tl

anextension, | will pay all extension fees to the vendor,

nal unt!

AUTHORITY: 10 USC
PRINCIPAL PURPOSE: To
ROUTINE USES: Inforria
DISCLOSURE: Voluntary: ho

ion will

PENALTY STATEMENT:

of requesting

feral funding that duplic

25 COUMSE CO5TS funde

| AGREE, CONTINUE CANCEL

Once done, check the boxes, then click on “l| Agree,
Continue”
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Creating a CA Request cont.

Soldier will select an answer, then click “Next”

¢ Create Credentialing Assistance Request: Project Management Professio

Are you applying for funding from a deployed location?

NEXT (CANCEL

J

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 P 1

# Demographic & Vendor & Dates 4 Training/Exam . Supporting Documentation

Select your Vendor:

Ifyou 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, Vendar URL, Vendor Email, and Vendor Phone Number,

Vendor*

| Joe’s |

n I
JOUC™S

BACK CANCEL
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JX LS. ARMY Creating a CA Request cont.

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

¢ Create Credentialing Assistance Request: Project Management

/' Demographic #) Vendor 3) Dates @ msininegEan @ 5uvvorting Documentstion

What are your exact start and end dates?

You may select up to 365 days to complete your training or exam. If you do not complete the training or exam in the timeframe you request, you will be required to reimburse the government for the costs associated to your training or exam, and the associated bookis), material(s), and/or fees.

2/20/2025 =
2/28/2025 =
BACK NEXT CANCEL
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JX LS. ARMY Creating a CA Request cont.

Select “Add Recertification”

s cmdentialing i Raluesn PrOieCt _

#) Demagraphic @ Vendor P Dotes 4 Training/Exam @ suovorting Documentation

Please select the applicable funding request; (Training, Exam, Books and Materials)
Selecting an incorrect type will result in your request being disapproved. Thereby requiring
anew submission.

What do you need funding for?

(0]
ADD RECERTIFICATION

BACK NEXT CANCEL

Select the location and add the cost, then click “Add
Recertification”

¢ Create Credentialing Assistance Request: Proje

Dates 4) Training/Exam . Supporting Decumentation

#) Demographic #) Vendor /

Title
RECERTIFICATION

Lacation® Cost
$10
Remaining Funding
Fiscal Year: 2025
$990.00
DL/Online
N/A
Off Installation

On Installation

Qther
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Creating a CA Request cont.

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

¢ Create Credentialing Assistance Request: Project M.

#  Demographic # Vendor # Dates 4 Training/Exam .iu:;-)'iir;[:c:m'ew;éti:r
RECERTIFICATION - RECERTIFICATION . Herbet
$989.00

Government Cost Student Cost

$1.00 $0.00

ADD RECERTIFICATION

Costs

Total Costs Government Costs Student Costs

$1.00 $1.00 $0.00

BACK NEXT CANCEL

]
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JX LS. ARMY Creating a CA Request cont.

Soldiers must now add the custom quote that was received from the selected vendor.

NOTE! The quote must match the CA Request when it is submitted. If quote is itemized,
or bundled, it will be rejected. Soldiers must contact the vendor (exceptions- Pearson Vue
and CompTIA where screenshot is allowed) to request a custom quote for the CA Request

< Create Credentialing Assistance Request: 5G Technician (5

# Demographic # Vendor & Dates # Training/Exam 5 Supporting Documentation

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 administrative
application and/or shipping fee(s). Bundling is not authorized. The Army Credentialing Assistance Program Office (ACAPO) will not approve CA requests without the custom price quote uploaded to this request or if the quote is
bundled. If you submit an incorrect quote, you can upload the correct one to your existing CA Request (while in “Pending ACAPO Review” Status). If the quote is incorrect when ACAPO reviews your CA Request, it will be rejected,
and you will have to submit a new CA request with new start and end dates. ACAPO cannot revert a rejected CA Request to the original submission.

The guote must come from the vendor, and it MUST match what is listed in the CA request(exceptions-Pearson Vue, CompTIA, IBSC).

Supporting documentation file(s) must be under 4MBs and one of the following file types: pdf, xls, xIsx, doc, docx.

Custom Quote from Vendor

. CHOOSEFILE

Supported file types are: .xlsx, .xls, .doc, .docx, .pdf

Other Documents from Vendor (Optional)

1. CHOOSEFILE

[y ’
~ /
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JX LS. ARMY Creating a CA Request cont.

Once the custom quote is uploaded, the button will turn yellow. Hit “Submit”

< Create Credentialing Assistance Request: CompTIA A+

# Demographic # Vendor & Dates # Training/Exam 5 Supporting Documentation
You must upload a custom price quote, provided by your vendor, for each Credentialing Assistance (CA) request you submit. Each custom guote must include the cost for each item on your CA request to include administrative application and/or
shipping fee(s). Bundling is not authorized. The Army Credentialing Assistance Program Office (ACAPO) will not approve CA requests without the custom price quote uploaded to this request or if the quote is bundled. If you submit an incorrect quote,

you can submit the correct one to your student documents.

Supporting documentation file(s) must be under 4MBs and one of the following file types: pdf, xls, xlsx, doc, docx.

B Custom Quote from Vendor - test doc.pdf E)

Custom Quote from Vendor

X CHOOSE FILE

Dropfile here

: pdf

Supported ile types

Other Documents from Veendor (Optional)

X CHOOSE FILE

BACK SUBMIT CANCEL
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JX LS. ARMY Creating a CA Request cont.

Soldier can now click Finished! They will now
have an ID number (CA Request number) for
this case!

Credentialing Assistance Request Application: Application Submitted

Congratulations your iali i est has been submitted!
Your credentialing assistance request ID is 4908861

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.

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.

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

FINISHED

Credentialing Assistance Request Submitted!
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JX LS. ARMY Creating a CA Request cont.

If you are unable to request a Recertification, or you only need to recertify and are
unable to add the credential goal, please contact ACAPO in ArmylgnitED using
the “Credentialing Assistance (CA) Office” category

ignited)

B Dashboard
. EDCENTERINFO VEADETALS
- Fiscal Year Cap: 2025
Messages
B Peoge Superie Total FundingRemaining: $3,490.00 Total Fundingpert: s10t000  RemainingCAFunding Available: $99000 Camp Dy L ivoro) Education Center
ot Credentis|Funds e $000
& Miitery Supervisor -
Lifetime CA Credentials Used: 2/8
How doss my Funding breakdoumwor]
A Civian Supenizar
ACTIVEEDUCATIONGOALS EiCenerEents
EDUCATION RECORD VEViAL
Commercial Pilot, Airplane Multi-Engine (AME) Rating
Funding Requests
stance- Non MOS Releted » Eiigible for Active CA EdCenterNews
D CresteSFig? VWAL
0%COMPLETE
# Edeation Goals
Comgleted Cregiez 0.00 Transferred Cragits:0.00 Remaining Credits: 2.00
D Documerts
ARMY NEWS
B Tatig i v Youhsvechausted your FY CA capfor this gaalty
VEWAL
$ Recoupments VIEWDETAILS
$  Recoupment Transactions
B Edustion Programs » Accounting
APPROVED  ALABAMA AGRICULTURAL MECHANICAL UNIVERSITY # Bachelors Degree » Elgblefor Active TA
¥ CareerPth DECIDE
X MIGEARS VL COMPLETE
Required Credits: 126,00 Completed Credts: 000 Transferred Crediiz 000 Remaining Credite 12600
B Research »
APPLY FORFUNDING VIEWDETAILS
INFORMATION
D Resowrees
Project Management Professional (PME,
(3 COMPLETED + Crsenlng e
B Educion Center Vit
100HCOMPLETE
B EeaionCntr et RequreCresiz 100 Comlete Crefis 100 Trrsered Crets 000 Remaining Creits 000

Vers APPLY FOR FUNDING VIEWDETAILS
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Creating a CA Request cont.

From your homepage, click on “Messages” on the left side of the page, then click “Create

Message” Select “Credentialing Assistance (CA) Office” from the dropdown to contact ACAPO

Create Message

Fredentaing iy 2.CHOOSE FILE
[MUTNANSKY,

Fredentaing s

[MUTNANSKY,

Predertiaiog < CLOSE

NOTE!! If you were
instructed to submit your
recertification previously

as a training or exam,
please contact ACAPO so
it can be fixed so it does
not count towards your
lifetime limit!!!

CREATE MESSAGE

Create Message

Category®

Credentialing Assistance (CA) Office T
Subject*

Need assistance with Recertification

B I U Paragraph v

fii

Ti
il
| 2]

Help. My goal does not show as "Completed”. I cannot submit my recertification request

Help. I submitted my goal as training or exam in this system previously because there was no option for recertification. It is now counting against my lifetime limit and needs
to be fixed.

Attachments

&, CHOOSEFILE

Drop files here

SEND CLOSE
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CHECKING STATUS OF CA
REQUEST
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Status Check

Y% u.s.ARMY

From your homepage, click on “Funding Requests”
From this page, you can see all the CA Requests, but if you are looking for
something in particular, you can click on the dropdowns, then hit “Search”

n SQT-CAACTIVEUSER1 v  HELP

)’ EDUCATIONPROGRAMS

< Funding Requests

Other Funded Enrollments

OrderBy
Funding Request Id

~ Funding Raquest Id Fiscal Yea: -

FilterBy
Al

SEARCH CLEARFILTERS

©By default, results are sorted by fundiing request IDs, with the newest IDs at the top.

ID #4908863-A&P FASTRACK

PENDING ACAPOREVIEW  ACTIVECA

o EEshrIerE RECERTIFICATION - RECERTIFICATION  12/14/2024 - 12/28/2024 Level: Other  Grade: Credits:1  Government Cost:$10.00  Student Cost: 5000

©  MILGEARS
@ VIEW ATTACHMENTS CANCEL

E] Research

INFORMATION

D Resources

& News < Funding Requests

Funding Requests

Other Funded Enrollments

Filter By - : E /e il
All Funding Request Ic FEERE M Funding Request Id
All

Missing Grades

Missing Student Signature he top.
Certified

Un-Certified

Deleted Enrallments
EVAKA VAL

T NDMABANE _
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Status Check cont.

EXAM - Written Exam - Project Management Professional 02/13/2025 -

(PMP) 02/20/2025 Level: Tech/OCC Grade: Credits: 1 Government Cost: $10.00 Student Cost: $0.00

[ VIEW ATTACHMENTS CANCEL

ACAPO reviewed case and move it to finance (CABO) for payment (no certified box):

| AR-#=TO8YY3-A&P FASTRACK
< ACAPQ CONCURS / PENDING FINANCE PAYMENT o ACTIVE CA

TRAINING -test 01/20/2025 - 02/01/2025 Level: Other Grade: Credits: 1 Gon nt Cost: $1,000.00 Student Cost: $200.00
B PRINTPDF B VIEW ATTACHMENTS

With Vendor/Finance (CABO) invoice created but not paid yet (certified box):

ID #4908912-Aeralanding L1C

< ACAPQ CONCURS / PENDING FINANCE PAYMENT ¢ GUARD CA [Cerfifed
[ —

TRAINING -tstppl  12/27/2024- 12/31/2024 Level: Other Grade: Credits: 1 Government Cost: $22.00 Student Cost: $0.00

[ PRINT PDF [ VIEW ATTACHMENTS

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

ID #4908931-ALL AMERICAN AVIATION

PPROVED AND PAID s GUARD CA [ Cartified >

TRAINING -testppl2 09/26/2024 -09/27/2024 Level: Other Grade: P Credits: 1 Government Cost: $50.00 Student Cost: $0.00

B PRINTPDF [ VIEW ATTACHMENTS
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Status Check cont.

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!

& My Inbox

Salect Category

o I
| |

2

3

Your education goal has been created

_] Has Suspense Date

Thu 11/10/2022

Army Credentialing Assistance Concurred
Category: Education Goals

From: Administratoe. System
Te:
Created: 11/90/2022

“=* fttention: Do not reply to this message. 1f you have questions, please contact the Army Credentisfing Assistance Program Office (ACAPC) ™
*** Do ot proceed to testing or training without email confirmation from the CA Finance Office that your funding request has been paid ™
Hello,

our applicstion for Credentialing Assistance (CA) has been reviewed and concurred by ACAPC. Your CA request is now being reviewed for payment by the CA Financa Office.
Currend wdon

5.
edentlaling Assistance Requests section under your Education Record to chedk the status and detalls of your applications, 'You may also be reguired to digitally sign your CA Request

Reason: test

Credentialing Assistance Application Detalls:
Application | D
Institution: Exam Master
Courselsy:
« Course: TRAINING
Title PA-CAT

Dates: 11072023-4/13/2023

Wi,
ArmyignitED System Administrator

ur CA request must be paid by CA Finance before you can start your training or exam. You will receive another message once the CA Finance Office processes your

CREATE MESSAGE

U.S. Army Human Resources Command

“Soldiers First”

//CUl// PED LEVEL 2

55



Y% u.s.ARMY

Need Assistance or Counseling?

Need counseling or assistance with CA?

Goto: M0S | WOMOS | Officer | ASI | Credentid Search

(5} Ay cooL

GETCERTIFIED v EXPLORE MILITARY OCCUPATIONS +  DEVELOPPROFESSIONALLY RESOURCES v SUPPORT v

« Costs and Funding
0 Credentialing Basics

Army Credentialing Assistance (CA) Program

e Costs and Funding

Overview

Army Credentialing Assistance

Institutionally Delivered

Credentialing (IDC)

Frequently Asked Questions

GIBill &

4

s Credentialing Steps

Support

Take acvantage of a great oppartunity to pay for credentials that can enhance yol
ndustry-recognized ciilian credentials. You may use ths program to enfancs

qualiications bath during and after military service! The Army Credentialing Assistance (CA) Pragram can gay for courses, exams, tooks/materals, some fees, and recertifications that lead to
Frer in your current MOS, or in & different field you want to pursue!

E CAI01Video

Connect with an Army CA Counselor to get personalizec support with your credzntialing goals. Responszs are sent via ArmylgniteD Learn about the Credentialing Assistance (CA) program, includng efigbilty, processes, approved vendors, and how to use Army COOL and
messaging. ArmylgniteD.

You can request CA funding for any credential isted on Army COQL.

@W Contact an Army CA Courselor

Frequently Asked Questions

What expenses does CA cover? v
What is the funding limit for CA? v
How many credentials can | pursue? v

Click on the “Contact An Army
B CA Counselor” for:

 Soldiers who need
counseling assistance for
the use of Army CA funding
can now request Counseling
assistance! This cell is
available to CONUS and
OCONUS Soldiers.
Counseling sessions are
available on Microsoft
Teams/Phone

+ Soldiers who are unsure of
what to pursue, or what they
may be eligible for can
benefit from this counseling

+ Soldiers needing assistance
with submitting their CA
Requests can also use this
counseling
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Army Credentialing Assistance Program Page:

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

ARMY CREDENTIALING
ASSISTANCE
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