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Overview of CA

Purpose:  An effective CA Program directly 
contributes to supporting Soldiers’ 
professional development, retaining quality 
Soldiers, and preparing Soldiers for 
meaningful employment upon transition from 
military service.

• CA is voluntary and conducted off-duty for 
all Soldiers, (Active Duty, ARNG, USAR) of 
all ranks (Enlisted, NCO, Officer, Warrant 
Officer)

• Vetting of all Vendors is conducted by 
ACCESS,  ArmyU

• Vendors are considered colleges, 
universities, credentialing agencies, other 
organizations that provide training in 
support of completing a credentialing exam 
or license

Current as of 290900SEP21
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Overview of CA cont.

• CA may be authorized for the payment of credentialing expenses for 
classroom, hands-on, online/blended training, study guides, 
materials, textbooks,  fees, exams, and/or recertification of 
credentials  

• Soldiers can select any credential listed in Army COOL (note- if a 
credential is removed prior to payment from finance, it will be 
rejected)

• Soldiers can request multiple credentials simultaneously – not to 
exceed FY limit

• CA is subject to the same funding ceiling as TA.  A Soldier may use 
both TA and CA; however, the combined use by any Soldier will not 
exceed the fiscal year TA limit ($4000)
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Overview of CA cont.

• Course / exam will be paid prior to the start date by ACCESS, ArmyU

• Soldiers are notified by ACCESS, ArmyU regarding next steps.  ACCESS, 
ArmyU will contact Soldiers either by phone or email (this can be from an 
automated message). Most requests are processed no later than 3 days prior 
to the Soldier’s selected start date.  If you have not received a response prior 
to that, please submit a ServiceNow (SNOW) ticket requesting a status.   

• If the Soldier was notified that their CA Request was moved to finance for 
payment, and the Soldier is within 3 days of the selected start date, submit a 
SNOW ticket requesting the status.

• Requested books and/or materials are sent directly to the Soldier (If vendor 
provides these items, to include free exam voucher, and the Soldier does not 
receive these items- the Soldier must contact the vendor to receive these 
items).  
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Overview of CA cont.

• Soldiers will be subject to reimbursing the Army for CA if they fail or withdraw 
from a course of instruction, or fail an exam (or fail to sit for the course/exam 
in the timeframe requested), and do not have an approved military withdrawal

• Recoupment will be handled by ACCESS, ArmyU- Soldiers will be notified by 
ACCESS, ArmyU.   

• Soldiers who pay out of pocket for anything will NOT be reimbursed. 
Soldiers who start courses prior to notification from the ACCESS, 
ArmyU finance team will not be reimbursed 

• CA is not authorized for credentials associated with doctor's degrees as 
defined by the U.S. Department of Education

• CA will not be authorized for any course for which a Soldier receives 
reimbursement in whole or in part from any other Federal source, including 
veterans’ education benefits and Service-funded programs (ROTC 
scholarship, education-related incentive or bonus, and advanced civil 
schooling) when the CA payment duplicates the reimbursement
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Overview of CA cont.

• CA is available to Commissioned Officers and Warrant Officers.  Officers and 
Warrant Officers may use CA for TRAINING only if the Officer or Warrant 
Officer agrees to serve a Military Service Obligation (MSO) in accordance with 
current TA requirements

• Officers and Warrant Officers using CA for TESTING or RECERTIFICATION
(must not include training, books, materials) of a credential will not incur a 
service obligation

• Institutionally Delivered Credentials- Army training institutions and career 
management field proponents are authorized to pay for institutionally delivered 
credentials.  Payment of institutionally delivered credentials does not count 
toward the Soldier’s fiscal year TA/CA limit
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Army COOL

https://www.cool.osd.mil/army/index.htm

https://www.cool.osd.mil/army/index.htm
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Credentialing Assistance

See 
information 

on CA
https://www.cool.osd.mil/army/index.htm

https://www.cool.osd.mil/army/index.htm
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Credentialing Assistance cont.

See all downloadable information 
such as Army CA Policy, Approved 

vendors, etc. 

Soldiers who are 
undecided and 

want to see 
options- use the 
Army Decision 

Support Tool for 
assistance!
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Decision Support Tool 

This interest 
inventory will 
show results 

and vendors to 
select from! 
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To find MOS /AOC/ASI related credentials:  Soldiers can go directly to the information by 
selecting Enlisted MOS, WO MOS, Officer, or ASI from the GO TO menu available on every page 

on the top navigation.
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Finding MOS Credentials cont.

Select the Enlisted MOS, WO MOS, Officer, or ASI from the 
Navigator dropdown, then click NEXT.
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Finding MOS Credentials cont.

The “M” in the Star means the 
credential is a Mandatory MOS 

requirement and is 
Institutionally funded.  It 
cannot be funded by CA

Red chili pepper 
denotes “In Demand” 

credential
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Recommend 
credentials by 

clicking “Menu” 
then “contact us” 

and it will take you 
to the page to 
recommend

Know what credential you 
wish to seek?  Or just want to 
see all credentials? Click here 
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Know the name of the credential?  
Type part of the name and hit 

Search

Select credential and it will take 
you to that page for more details
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Eligibility Criteria

After clicking on a desired 
credential, it will take you to 
this page.  More information 
regarding the credentialing 
agency can be found by 
clicking on the link.  
Remember, this agency is 
NOT the training provider (in 
some small instances, the 
agency may provide 
information on providers 
they endorse, study guides 
or courses for the credential)

It is extremely important to review 
the eligibility criteria and exam 
information.  Soldiers need to 
contact the Credentialing Agency 
to confirm they are eligible or 
close to being eligible
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ArmyIgnitED

Credentialing Assistance (CA) is only available through ArmyIgnitED
www.armyignited.com

• All CA Requests must be submitted directly through ArmyIgnitED. The CA 
Request does not get submitted through the Education Center or Office

• Soldiers must submit CA Requests 30 business days from the start date 
of the course or exam (no weekends / holidays)

• Soldiers have the option to request counseling from their Education 
Center or Office at any time prior to creating a CA Request

• If Soldier does not see the vendor of choice (for training, exam, books, 
materials, etc.) select “Don’t See a Related Vendor?”.  SNOW will pop up 
for the Soldier to request a vendor. Please provide Vendor name, URL, 
vendor POC, vendor email so ACCESS, ArmyU can contact the vendor 
and request they participate

• It may take up to a few days prior to the start date of the course to receive 
approval email notifications from ACCESS, ArmyU

http://www.armyignited.com/
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ArmyIgnitED cont.

Completion of Courses / Withdrawals

• Soldiers select start and end dates.  Per policy, within 10 business days of 
completion, a certificate of completion must be uploaded to the ArmyIgnitED CA 
Request. Soldiers are notified with this information when finance funds the request, it 
is also in the Statement of Understand that is signed by all Soldiers prior to 
requesting CA, and it is in the CA Policy (found in Army COOL-
https://www.cool.osd.mil/army/costs_and_funding/army_credential_assistance.htm )

• Failure to provide the certificate of completion within the designated timeframe may 
result in recoupment

• If a Soldier does not wish to pursue CA prior to finance funding the request, they 
must submit a personal withdrawal.  If a personal withdrawal is submitted after the 
start date selected, the request is automatically sent for recoupment.

• If a Soldier does not wish to continue the course/exam, and it has been funded, the 
Soldier may be liable for the cost funded.  Soldier may submit a withdrawal memo 
found in the CA Request, but proof must be provided.  All withdrawal memos must be 
digitally completed (see Education Center / Office for assistance if needed)

https://www.cool.osd.mil/army/costs_and_funding/army_credential_assistance.htm
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ArmyIgnitED Account Creation

First Step:  
Create your 

account!

Some have 
found that 

Microsoft Edge 
or Chrome work 
best. See what 
works best for 

you! 

Please use 
your 

government 
email
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ArmyIgnitED Account 
Creation cont.
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ArmyIgnitED Account 
Creation cont.
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You must select 
the 

Authentication 
certificate- you 
MUST associate 
your CAC when 

first creating 
your account!

ArmyIgnitED Account 
Creation cont.
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ArmyIgnitED Account 
Creation cont.
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ArmyIgnitED Account 
Creation cont.
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ArmyIgnitED Account 
Creation cont.
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ArmyIgnitED Account 
Creation cont.
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Don’t forget! 
Select the 

Authentication 
certificate!!

ArmyIgnitED Account 
Creation cont.
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ArmyIgnitED Account 
Creation cont.
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ArmyIgnitED Account 
Creation cont.
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ArmyIgnitED Account 
Creation cont.
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Selecting a Credential

Home Page when first logged in
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Selecting a Credential

If you clicked on your name and selected “Account” it would 
bring you to this page- Your Profile Page
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Selecting a Credential cont.

If you don’t need to go to your profile page, you can begin the 
process with selecting your Credential from your home page

Select “Add 
Credential”
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Make edits here. If you are going to request books/materials, etc., ensure you 
have the correct mailing is listed. When done, click on the next arrow

Selecting a Credential cont.
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Selecting a Credential cont.

Choose an option.  If you would 
like to select a credential that 

aligns with your MOS/ASI/AOC, 
select “MOS or ASI”.  

If you wish to pursue a 
credential that doesn’t align 
with your MOS/ASI/AOC, feel 

free to select “Other” then click 
the next arrow
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Selecting a Credential cont.

Select whether this is a new credential, or a 
recertification then select the next arrow
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Selecting a Credential cont.

Here you will 
see a list of 

ALL 
credentials 

that are listed 
in Army COOL

If you click 
on any of the 
links, it will 
take you to 
Army COOL 

to view 
eligibility 
criteria

If you know the 
name of the 

credential, you can 
type it here
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Selecting a Credential cont.

Select the credential you 
wish to pursue then next 

arrow.  If you make a 
mistake, just click 

remove
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Selecting a Credential cont.

Select one of the options, then click I understand, 
then select the next arrow
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Selecting a Credential cont.

If you wish to discuss this with your 
counselor, click the link and you can email 

your counselor to request a counseling 
session.  If you do NOT wish to, click the next 

arrow below

The yellow flag indicates 
that you are still selecting 
your Credential… you are 
only selecting a credential 

at this point.  
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You have now successfully selected your Credential. From this point, you 
can continue on to see all vendors who offer training/exam for the 

Credential you selected.  YOU HAVE NOT YET REQUESTED CA FUNDS- That is 
the next step.  Click on “Continue with CA Request”

Selecting a Credential cont.

You can now 
request CA funding!  

Click “Continue 
with CA Request”
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How to Complete Your Credentialing 
Assistance Request for Funding
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CA Request – ArmyIgnitED

From your home page, click on “Request Credentialing Assistance”

From your profile page, click on “View All 
Paths”

OR
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CA Request – ArmyIgnitED cont.

Select a credential you have created that you wish to 
request CA funds for
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Click on the dropdown arrow to select the credential you wish 
to pursue then click on “Request Credentialing Assistance” 

Notice the flag is now on 
Request Credentialing 
Assistance since you are 
requesting funding 

Please note, if you only have one 
Credential listed, there will be no drop 
down and you will be able to select 
the credential that appears. This will 
only appear if you have more than one 
Credential selected

CA Request – ArmyIgnitED cont.
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You can filter here 
which will only show 
a list of vendors who 
offer the training or 

exam you wish to 
pursue 

Vendors are 
listed by name 
and method of 

delivery

Click on the 
vendor you 

would like to 
pursue training 

with 

If you wish to pursue 
in person courses, 
type the STATE or 
COUNTRY here to 

filter

Options to Filter (if desired but not necessary) 

CA Request – ArmyIgnitED cont.

Presenter
Presentation Notes
-Updates








US Army Combined Arms Center
SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE

Once selected, you will now select a start and end date.  Every request must have a 
start and end date.  Soldiers have a maximum of 1 calendar year from their start 

date to complete what is requested  

SOLDIER SELECTS 
START/END DATES AND ARE 

RESPONSIBLE TO TURN IN 
CERT OF COMPLETION 

WITHIN 10 DAYS OF THE 
END DATE OR IT WILL GO TO 

RECOUPMENT

CA Request – ArmyIgnitED cont.
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The calendar is automatically defaulted 
to 30 business days from the start date.  

You cannot request an earlier date.  
End date will allow for 1 calendar year 

1 2

CA Request – ArmyIgnitED cont.
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Please upload a quote from the vendor (this is mandatory). 
Soldiers MUST contact the vendor to request a seat for the 

course.  Please register at that time as long as the vendor DOES 
NOT require any money down. Should a vendor request funding 

to secure a seat- DO NOT PROVIDE IT.  
Soldiers will not be reimbursed for anything paid out of pocket  

Once complete, 
click the next 

arrow

1

3
2

Select all items you 
wish to be funded.  

Verify all information 
on this page. You do 
not have to select all 

items

1

CA Request – ArmyIgnitED cont.
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Once complete, 
click “Done” and 
you will see it in 
your Profile Page 

as “Pending” –
you are now 

done!

NOTE- Once your CA Request has been submitted, you can no longer 
upload documents.  If the wrong document is added and you want to 

replace it with the correct document, upload in “Student Documents” on 
profile page.

CA Request – ArmyIgnitED cont.
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How to Complete Your Credentialing 
Assistance Request for Funding 

DON’T SEE A VENDOR
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Don’t see your vendor?

To find interactive modules and How To Guides on how to create your 
CA Request, go to the Help Center to download the guide

CA Request – ArmyIgnitED cont.
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Click on the “don’t see a related Vendor?” link and you will be sent to 
SNOW

Once SNOW comes up, Soldiers will need to provide all details regarding their 
vendor.  ACCESS, ArmyU will reach out to the vendor to request they participate in 

the CA Program.  The Soldier is now done. They will have to check back to see if 
they have become a vendor in ArmyIgnitED. 

CA Request – ArmyIgnitED cont.
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How to Complete Your Credentialing 
Assistance Request for Funding:

MANUAL REQUEST
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Books, Materials, other items not listed by your vendor? Select 
“Create Request”

CA Request – ArmyIgnitED cont.
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Select which type-
Training / Exam / 

Miscellaneous 
Items

CA Request – ArmyIgnitED cont.
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Select Vendor- if the vendor 
name does not appear, select 
“Don’t see a related Vendor?” 
at the bottom left (email will 

appear, complete and 
send…once the email is sent, 
you are done and must wait 

until the vendor participates)

NOTE!!
It can take up to a few minutes for the vendor’s name to appear (if they are approved 

vendors) - please verify on the approved vendor list posted in Army COOL: 
https://www.cool.osd.mil/army/costs_and_funding/army_credential_assistance.htm

CA Request – ArmyIgnitED cont.
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Complete the remainder of the form accordingly 
ensuring you provide all requested information. If 
something does not apply, leave it blank unless it 

doesn’t let you move forward.  Gather this 
information from your vendor

If receiving a bundle or multiple items from a vendor, 
all items must be listed.  Quote from vendor must 

also match what is listed

NOTE!!! ADD URL TO TITLE SO CA TEAM CAN LOCATE 
ITEMS 

CA Request – ArmyIgnitED cont.
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Once completed, select “Continue to Request Assistance”

CA Request – ArmyIgnitED cont.
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The calendar is automatically defaulted to 
30 business days from the start date.  You 
cannot request an earlier date.  End date 

will allow for 1 calendar year 

1 2

CA Request – ArmyIgnitED cont.
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Select all items you wish to be 
funded.  Verify all information 

on this page

Once complete, 
click “Submit 

Request”

2

3 

1

Please upload a quote from the vendor (this is mandatory). Soldiers must 
contact the vendor to request a seat for the course.  Please register at that 
time as long as the vendor DOES NOT require any money down. Should a 

vendor request funding to secure a seat- DO NOT PROVIDE IT.  
Soldiers will not be reimbursed for anything paid out of pocket  

CA Request – ArmyIgnitED cont.
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You have now 
successfully 

completed your 
CA request and 
you will see it in 
your Profile Page 

as “Pending” 

NOTE- Once your CA Request has been submitted, you can no longer 
upload documents. If the wrong document is added and you want to 

replace it with the correct document, upload in “Student Documents” on 
profile page.

CA Request – ArmyIgnitED cont.
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How To Verify Your Request Has Been 
Submitted
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Profile Page- Verification

New Update:
Soldiers can now go direct 
to their CA Request from 

their homepage

From Soldier’s homepage, they can go directly to the CA request 
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Profile Page- Verification

On your Profile Page, if 
your request was 

approved and funded, 
it will say “In Progress” 

On your Profile Page, if 
your request was 

submitted properly, It will 
say “Pending”

On your Profile Page, always look on the right side to view what CA Requests have been 
submitted

Most Recent Credential Completed
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Profile Page- Verification cont.

To view notes on what the status of the request is, click on the Credential
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CA Request In Progress

In Progress means it has been 
funded by finance. When finance 

has funded a CA Request, an email 
has been sent to the email the 

Soldier has listed in ArmyIgnitED.

DON’T FORGET!! 
SOLDIER SELECTS START/END DATES AND ARE 

RESPONSIBLE TO TURN IN CERT OF COMPLETION WITHIN 
10 DAYS OF THE END DATE OR IT WILL GO TO 

RECOUPMENT

Withdrawal memo found 
here (see Support for 

details on how to submit a 
withdrawal request if 

needed)
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CA Request Pending

If the case still says “Pending” you can click on “View Notes”. Your request is now with the finance team. 

If no notes are available, your case is still pending the CA Team review.  It can take up to 3 
business days prior to the start date to be reviewed and moved to finance for payment. 
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Profile Page- Verification

To View all Credentials you have selected or want to delete, go to “View all 
Paths”

Viewing all Paths will show all selected 
Credentials, whether completed, 

pending, in progress, no requests, or 
rejected
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Profile Page- View All Paths

If you made a mistake and selected the 
wrong credential, as long as there are no 
CA Requests against it, you can “Delete 

Path”
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Profile Page- New Items

If you see this hold, this means you need 
to submit your Certificate of Completion 
now.  It does not mean recoupment yet. 
After 45 days of your end date, you may 

be recouped the total amount of the 
request that was paid.
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Profile Page- New Items cont.

If you see this hold, you will soon be 
recouped, and you can now select the 
repayment option for the cost of the 

request.  Once selected, the hold should 
be removed. 
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Profile Page- New Items cont.

You can now see messages at the 
bottom of your profile page.  Also, 

Student Documents is where you can 
upload items if you forgot to add or 

uploaded the wrong item. Be descriptive 
on the items.
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ArmyIgnitED Complete

Optional – Steps to Mark a Credential Path 
as Complete

1. From the My Credential Path screen, 
find the Credential Path you wish to 
mark complete.

2. Click Complete Path.
3. Read the confirmation message:

• Are you sure you want to 
complete your [Credential Path 
Name] credential path? You will 
no longer be able to request 
credentialing assistance for this 
path.

4. Click Yes.

Note: Once your credential has been 
completed the status will change from 
in-progress to complete.
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ArmyIgnitED Withdraw

To submit a withdrawal, from 
your profile page, click on the 

credential link you wish to 
withdraw from

Now click on “Request 
Withdrawal”
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ArmyIgnitED Withdraw 
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ArmyIgnitED Withdraw cont.
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How to Guides/SNOW

How to Guides

To find out more information, please click the “Support” tab
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How to Guides/SNOW

How to Guides

To find the guides, click on 
Training Materials and 
select from the drop 

down listTo create a SNOW ticket 
(helpdesk), click here and 
complete the form. This is 

where you can submit 
questions, but be descriptive 
and give full name as listed 

in ArmyIgnitED, name of the 
credential (if it is regarding 
this), and case number (if 

applicable)
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If you see this box, more 
than likely, you have not 

completed setting up your 
account.  If you continue 
without setting this up, it 

will allow you to go through 
the process, but you will 
not be able to submit.  If 

you find you are unable to 
submit at the end of this 
process, refresh the page 
and complete your profile 

information.

Issues 
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• SNOW- when submitting a SNOW ticket for extensions or questions regarding your CA 
request, please add:

• Case type:  If you have questions regarding your CA request in ArmyIgnitED, please submit a 
case in ServiceNow:

• Please navigate to armyignited.com and login
• Click Support Tab (Top Menu)
• Click Create a Case
• Click the folder icon under filter navigator (Top Left)
• Scroll down and click Customer Service
• Click Cases
• Click Create New
• Case Form will display in window view
• Fill out pertinent information
• Select Case Type: Hold Questions or Waivers, or Invoicing or Billing, or Request Rejected
• Select Sub Category: CREDENTIALING ASSISTANCE
• Select Assignment Group: HQ ACCESS
• Click Submit button (Top Right)
• Use the description box (if allowed, if not, add to Additional comments section) to be very 

specific to what you are requesting. Also include your full name (as listed in ArmyIgnitED), 
email, rank, MOS, location, and the case number you are requesting information on.

SNOW
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Q & A

ACCESS, ArmyU CA Email:

usarmy.knox.hrc.mbx.tagd-aces-credentialing-program@army.mil

Current as of 290900SEP21

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