ik U.S. ARMY US Army Combined Arms Center

DRIVE CHANGE...FORGE VICTORY!

Educate to Win!

The Army Credentialing Assistance Program Office
(ACAPO)

Army Credentialing and Continuing Education Services for
Soldiers (ACCESS), Army University, Ft Knox, KY

BE ALL YOU CAN BE! UNCLASSIFIED



* Us. ARMY US Army Combined Arms Center

DRIVE CHANGE...FORGE VICTORY!

To help navigate the slides:

Slides 3-16: Creating a CA Request for Training

Slides 17-21: Creating a CA Request for Training Manually
Slides 22-29: Creating a CA Request for Books or Materials
Slides 30-39: Creating a CA Request for Exams

Slide 40- Need Assistance or Counseling? Schedule your appointment with a CA
Counselor now!

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY US Army Combined Arms Center Creating a CA Request

DRIVE CHANGE...FORGE VICTORY!

CREATING CA REQUEST FOR
TRAINING

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

DRIVE CHANGE...FORGE VICTORY!

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

EDUCATION RECORD

B Funding Requests

#  Education Goals 2
Fiscal Year Cap: 2023 Undergraduate ®  Graduate O EDCENTER INFO VEWDETALS

D Documents

$4,000.00 130 39
Testing F & Remaining Credits Remaining Credits Remaining
Credits Remaining: 16 GPA: N/A GPA: N/A
*  Recoupments
e ACTIVE EDUCATION GOALS
Recoupment Transactions [;‘:I
Education Programs Physician Assistant-Certified (PA-C) Ed Center Events

APPROVED » Credentialing Assistance - Mon MOS Related o Eligible for Active CA

e VEWALL
tesearch
0% COMPLETE

Ed Center News
INFORMATION wouired Credits: 100 Completed Credits: 0,00 Transferred Credits: Q.00 Remaining Credits: 100 i
D Resources

APPLY FOR FUNDING VIEW DETAILS

B News

ARMY NEWS
B Education Center Visits

VEWALL

Education Center Events

BE ALL YOU CAN BE! UNCLASSIFIED & \ISEP 2023] [GS-13] [SOPHIA SWEENEY]



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

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 Req
PRINT EDUCATION RECORD
I The follewing fields are required: Work Phone
Contact Information Address Personal Data
Emai

& Create Credentialing Assi Request

Contact Information Address

VERIFYANDPROCEED ~ CANCEL - @

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

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

User Agreement

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

Access to your student registration infarmation, This will help you identify the information needed for your funding request. You will need the following infarmation: credential name, course/exsm title, course/exam cost, and custom quote from the vendor for the course/exam (exceptions: Pearson Vue, CompTIA, and Intemational Board of Specialty Cert
screenshots are acceptable)

ation where

Exact datec for your training courses and/or axams. The Credentialing Assistance (CA| request date must be §0-45 days prior to the exam or training course start date. The end date cannot exceed 365 calendar days from the start date. These dates can be retrieved from your vendor.

Register with the vendor if registration is required prior to the start date, butdo not pay &

ng out of pocket a:

will not be reimbursed.

Submit requests for books and material in conjunction with a request for a course or exam. Requests for books or material alane will be rejected unless there is a pending request for 3 course/exam ar current course/exam in progress for the same credential

m

e your personal d

isupto date on your edu ecord, This

cial to ensure your funding request flaws propery.

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

understand that it is my responsibility to ensure my grades (certificate of completion) are updatedin the Army afficial system of racard [Armylgnit

. Grades that are 40 days past course/exam end date are considered overdue and will prevent me from applying for CA and wi

resultin recoupment of CA.
| authorize the release of

ning and academicinformatien {course grades, exam completians, etc) by the sbove insti

tion fo the Army (PL 9

568

| grant permission for the Army ta share my t

and scademic information as needed with Army Civifians and Army Contractors whose responsibilities and contracts include educstion services and

Iwi

orm my Commander and/or supervisor of my enrollment in the sbo

oursels) or examis). All palicies and conditions in AR 82 poly
FINANCIAL

1 agree that no changes will be made in the above course(s) or exam(s) or dodlar amounts w

hout the approval of the Army Creden

g Assistance Program O

ice (ACAPOY staff, otherwise, | will pay the difference to the Army and/or the vendor.

| understand that

Army will pay what Is authorized for my Credentialing A: e (CA) request not to exceed the fiscal

FY) limit. | agree to pay the remalning amount and any other cost:

nd fees. | understand that | may use both Tuition Assi

wceand CA; hoy

ver, the combined

e shall not enceed 34000 per FY.

| understand that | will reimburse the Total Government Cest above for falling a course/exam; non-completions (failing to attend a cours or sit for an exam in the timeframe requasted); Incomplete " grades unresolved 180 days after the course/exam end date; or withdrawals if determined that the fallure to complete the course was nat due to reasons beyond my cantrol
(LAW AR £21-5). | hereby voluntarily authorize the amount to be withdrawn from my pay Collection of this debt will be In accordance with DoDFMR, Vol T4, er 50
I understand that this application does not guarantee that funds are avallable, the US Army has no obligation to fund this application, and | may not attend 3 course or it for an exam untl been paid by the ACCESS CA Finance Office,

| understand that it is my responsiollity to coordinate with the vendor before requesting an extension from the ACAPO to ensure the vendor will authorize an extenslon, | will pay all extension fees to the vendor,

Iunderstand that CA for courses starting In the nex

nditional untfl receipt of the CA funds.

PRIVACY ACT STATEMENT:

JAUTHORITY: 10 USC 2007 Bayment of Tuition for Off-0x g0 on: AR £21-5, Army Cortinuing
PRINCIPAL PURPOSE: To process anindividuals request for Armry Tuition Assistance (TA)

ROUTINE USES: [nformation will be viewed by Army Continuing Education System personnel or ca
DISCLOSURE: Voluntary: however, f3lure to provids the Information m: i

nal informatio

HRC, https//dpcld defense gow Privacy/ SORNsindex/DOD-wide- SORN:
institutions who have 2 need for itin the performance of their duties. In ddition, t
2 (TA).

riicle-View/Ar
is information is subject to proper and necessary routing uses identil

le/570092
din

521

1-ahrcasp
e system of records noticels] specified in the principal purpose statement above

sultIn denial of Army

PENALTY STATEMENT:

There are severe criminal and civil penalties for knowingly submitting false, fictitious, or fraudulent application and for requesting federal funding that duplicates course costs funded elsewhere

1| AGREE, CONTINUE CANCEL

Once done, check the boxes, then click on “I Agree, Continue”

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

Soldier will select an answer, then click “Next”

NEXT CANCEL

Y

Are you applying for funding from a deployed location?

O ves @'\Ao

Soldier will type in the Vendor’s name until it appears, then select it from the drop

# Demographic

Select your Vendor:

| joe’s |

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: Viendor Name, Vendor URL, Vendor Email, and Vendor Fhone Number,

& Vendor & Dates 4 Training/Exam . Supporting Documentation

BACK

| Joe’s TrngRus |

CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



4 Training/Exam . Supporting Documentation

# Demographic & Vendor # Dates

What are your exact start and end dates?

Youmay select upto 243 days to complete your training ar exam. i you do ot 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], materials), and/or fees.

St Due”
112023 A
End Date *
V3123 1]

BACK NEXT CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY US Army Combined Arms Center 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!

# Demographic

#  Vendor & Dates 4 Training/Exam .5.\upcmngE":‘-:umeﬂ:a:‘:-ﬂ

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

BACK SUBM CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY US Army Combined Arms Center 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.

& Demographic & Vendor &) Dates

Remaining Funding

rsuc ur year long all Fiscal Year: 202
tance. and live help SELECT $4,000.00

Army CA - Project Management Professional (PMP) Certification Training
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)

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



# Demographi # Vend # Dat 4 Training/Exam
Add Traini ing
vvvvv - Cost”
Army CA- Project Management Professional (PMP) Certification Training 52099
Descriotion *
N/A
ADD TRAINING BACK

t b

. Supporting Documentation

Remaining Funding
Fiscal Year: 2023

$4,000.00

Soldiers can add any application fee or membership fee if needed

& Vendor @) Dates 4 Training/Exam

TRAINING - TEST

Government Cost Student Cost

$35.00 $0.00

Costs

Total Costs Government Costs Student Costs

$35.00 $35.00 $0.00
BACK NEXT CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED

@ suororting Documentation

Remaining Funding

Fiscal Year

$3,330.00

[1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

If Soldier is adding fees, select the type of fee

#) Demographic Z) vendor #) Dates 4 Training/Exam @ sucvorting Documentstion

Credentialing Assistance funding will enly pay for fees associated with administrative. apglication, or shipping costs. Plesse ensure your vendor provides you with a description of the fees you are being charged and annatate in the fee description box.

Add Fee

$ Cost™ '
Administrative @

Application

Shipping

Add the cost, a description, then click on “Add Fee”

# Demosgraphic #) Vendor #) Dates 4 Training/Exam @ supvorting Documentation

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

Troe* Cont*
Administrative - §20
Description

APPLICATION

BACK

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

When complete, Soldier will click “Next”

# Demographic # Vendor # Dates

4 Training/Exam . Supporting Documentation

TRAINING - test Remaining Funding

Fiscal Year
Government Cost Student Cost

$3,320.00
$35.00 5000

Fee Type Government Cost Student Cost
FEE - Administrative $10.00 $0.00 5]

@ ADD FEE

Costs

Total Costs Government Costs Student Costs

$45.00 $45.00 $0.00

BACK NEXT  CANCEL _

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY US Army Combined Arms Center 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, CompTIA, International Board of
Specialty Certification where screenshot is allowed) to request a custom quote for the CA Request

¢ Create Credentialing Assistance Request

#  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 ene of the following file types: pdf, xls, xlsx, doc, docx.

Custom Quote from Vendor

X CHOOSE FILE

Other Documents from Vendor (Optional)

1 CHOOSEFILE

BACK SUBMIT CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



U.S. ARMY US Army Combined Arms Center

Creating a CA Request cont.

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

¢ Create Credentialing Assistance Request: Col

# 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.

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

Custom Quote from Vendor

X CHOOSE FILE

Dropfile here

Suﬁmned file types are: .pd
Other Documents from Vendor (Optional)

1. CHOOSE FILE

BACK SUBMIT CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

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

Congratulations your credentialing assistance request has been submitted!

@dentia\iﬂgmistanwreuuesti0i54061805 )

Here are the next steps

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

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

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

32K e

UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]
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* U.S. ARMY US Army Combined Arms Center Creating a CA Request cont. A

DRIVE CHANGE...FORGE VICTORY!

CREATING CA REQUEST FOR
TRAINING

MANUALLY

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY 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 7 Dates 4 Training/Exam @ 5uesorting Documentation
Add Training
Titla * Cost*
PA-CAT $2%0 v .

Remaining Funding

Duseription ™ Fiseal Year 2023
ENTRY EXAM $4,000.00

ADD TRAINING Ac

B Dot @ - & oot Teainin B/ Ex =
TRAINING - TEST % Remaining Funding
Fiscal Year
Gowvernment Cost Student Cost $3,330.00
$35.00 $0.00
v
Costs
H o 124
lotal Costs Government Costs Student Costs Ad d y f t h I k N t
$35.00 $35.00 $0.00 a n e esl e n C I C eX
i e AT !

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY US Army Combined Arms Center 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, CompTIA, International Board of
Specialty Certification where screenshot is allowed) to request a custom quote for the CA Request

¢ Create Credentialing Assistance Request

#  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 ene of the following file types: pdf, xls, xlsx, doc, docx.

Custom Quote from Vendor

X CHOOSE FILE

Other Documents from Vendor (Optional)

1 CHOOSEFILE

BACK SUBMIT CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



U.S. ARMY US Army Combined Arms Center

Creating a CA Request cont.

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

¢ Create Credentialing Assistance Request: Col

# 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.

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

Custom Quote from Vendor

X CHOOSE FILE

Dropfile here

Suﬁmned file types are: .pd
Other Documents from Vendor (Optional)

1. CHOOSE FILE

BACK SUBMIT CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

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

Congratulations your credentialing assistance request has been submitted!

@dentia\iﬂgmistanwreuuesti0i54061805 )

Here are the next steps

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

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

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

32K e

UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]
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* U.S. ARMY US Army Combined Arms Center Creating a CA Request cont. A

DRIVE CHANGE...FORGE VICTORY!

CREATING CA REQUEST FOR
BOOKS OR MATERIALS

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY US Army Combined Arms Center 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”

# Demographic # Vendor

# Dates 4 Training/Exam . 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 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?

ADDEXAM ADD BOOKS AND MATERIALS ADD TRAINING

"“ Nate: You must first have an Exam or Training CA Request before you can create a Books or Matenial CA Request.

BACK CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY US Army Combined Arms Center 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 # Vendor & Dates

Add Book and Material
Study Material Test

Description: N/A
SELECT

Theory Book

Description: N/A
SELECT

Public Relations Book

Description: N/A
‘i credentia"ng i Requeﬂ: N P
Click the Select button on the '
BACK . .
bOO k/ m ate ria l VO u wis h to /) Demogrntic 7 Vencior /) Dites 4 Traning/Exam @ surtheDoamrtatien
add to your request
BOOK AND MATERIAL - Books Remaining Funding
NOTE: You can only select ’
Fiscal Year
O n e O n t h I S SC re e n Government Cost Studen: Cost Associated Training or Exam $0m
$100 $0.00 Senior Professional in Human Resources sPHR
® ADDFEE
ADD BOOKS AND MATERIALS _
Costs
Total Costs Government Costs Student Costs
$100 $100 $0.00
BACK NEXT CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY US Army Combined Arms Center

Creating a CA Request cont.

Select either Books or Materials

# Demographic

& Vendor # Dates 4 Training/Exam

@ supoorting Documentation

Add Book or Material

Selact Associated Training or Exam

Remaining Funding

Books Fiscal Year: 2023
Matarials

$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

7 Demographic 7 Vendor #) Dates 4) Training/Exam @ 5urrorting Documentation
Add Book or Material
Tyoe* Cost *
Books 20, e :
= — o Remaining Funding
Army CA - Project Management Professional (PMP) Certification Training - TRAINING Fiscal Year: 2023
) $1,881.00
BACK
BE ALL YOU CAN BE!

UNCLASSIFIED
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* U.S. ARMY US Army Combined Arms Center Creating a CA Request cont.

Once complete, they will click “Add Book or Material”

# Demographic 7 Vendor 7 Dates 4) Training/Exam @ 5uerporting Documentation

Add Book or Material

Troe® Cont* Sebect Associated Training or Exam "

Books - 320 Army CA - Project Management Professional (PMP) Certification Training - TRAINING
F Remaining Funding
Description * Fiscal Year: 2023
PMBOK, 6t Ed., ISBN# 1123022FL21V2 $1,881.00
—
[
J

Once complete, they will click “Next”

7 Demographic 7 Vendor 7 Dates 4 Training/Exam @ suprorting Documentation
BOOK AND MATERIAL - Books ) Et.aﬂrpfflr.\i:;g:unding
Government Cost Student Cost Assodiated Training or Exarr 51’861‘00
$20.00 30.00 Army CA - Proj-ect Management Professional (PMP) Certification Training
_ The Soldier should make sure to add shipping
e fees!!! Failure to do so if there is a fee will
™ result in a rejected CA request.
$20.00 $20.00 $0.00

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY US Army Combined Arms Center 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 Reque

# 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, xls, xlsx, doc, docx.

Custom Quote from Vendor

X CHOOSE FILE

Other Documents from Vendor (Optional)

X CHOOSE FILE

BACK SUBMIT CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



U.S. ARMY US Army Combined Arms Center

Creating a CA Request cont.

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

¢ Create Credentialing Assistance Request: Col

# 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.

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

Custom Quote from Vendor

X CHOOSE FILE

Dropfile here

Suﬁmned file types are: .pd
Other Documents from Vendor (Optional)

1. CHOOSE FILE

BACK SUBMIT CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

The Soldier can now click Finished!

Credentialing Assistance Req

Congratulations your credentialing assistance request has been submitted!

Your credentialing assistance request 1D is 4081819

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 a reminder. 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.

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

DRIVE CHANGE...FORGE VICTORY!

CREATING CA REQUEST FOR
EXAMS

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY US Army Combined Arms Center

Creating a CA Request cont.

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

# Demographic

# Vendor & Dates 4 Training/Exam . 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 exam(s), training(s), or bookis) 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) > Supperting 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 BOOKS AND MATERIALS ADD TRAINING

==

BACK SUBM CANCEL

They will then click “SELECT EXAM”

< Create Cred:

# Demographic

# Vendor

#) Dates 4 Training/Exam @ suororting Documentation

Add Exam

Can't find the exam? ADD EXAM INFORMATION MANUALLY

Remaining Funding
Written Exam - Certified Lean Six Sigma Black Belt (ICBB) Fiscal Year
Description: N/A
Category: Written

SELECT EXAM $3,381.00

BACK

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

They will select Location and add cost

# Demographic #  Vendor # Dates 4 Training/Exam .S\.lppor(ihgDDcumentation

Exam Title
Written - Project Management Professicnal (PMP)

- Remaining Funding

Fiscal Year: 2023
o & $1,861.00
Off Installation
Onlnstallation

They will then click “ADD EXAM”

# Demagraphic 7 Vendor 7 Dates 4 Training/Exam @ 5uoorting Documentation

Exam Titls
Written - Project Management Professional (PMP)

Lacation * Cost*

DL v $500

Remaining Funding

| Fiscal Year: 2023
Vi s $1,861.00

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

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

¢ Create Credential

# Demographic #" Vendor # Dates 4 Training/Exam .S_lppcr[ingD:w:umew:a:':-w

Remaining Funding

EXAM - Written Exam - Certified Lean Six Sigma Black Belt (ICBB) x
Fiscal Year

Government Cost Student Cost $3’38000
$1.00 $0.00
@ ADD FEE ‘

Costs

Total Costs Government Costs Student Costs

$1.00 $1.00 $0.00

BACK NEXT CANCEL

]

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]




* U.S. ARMY US Army Combined Arms Center 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, CompTIA, International Board of
Specialty Certification where screenshot is allowed) to request a custom quote for the CA Request

¢ Create Credentialing Assistance Request

#  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 ene of the following file types: pdf, xls, xlsx, doc, docx.

Custom Quote from Vendor

X CHOOSE FILE

Other Documents from Vendor (Optional)

1 CHOOSEFILE

BACK SUBMIT CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



U.S. ARMY US Army Combined Arms Center

Creating a CA Request cont.

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

¢ Create Credentialing Assistance Request: Col

# 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.

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

Custom Quote from Vendor

X CHOOSE FILE

Dropfile here

Suﬁmned file types are: .pd
Other Documents from Vendor (Optional)

1. CHOOSE FILE

BACK SUBMIT CANCEL

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



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

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

Congratulations your credentialing assistance request has been submitted!

@dentia\iﬂgmistanwreuuesti0i54061805 )

Here are the next steps

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

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

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

32K e

UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]
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* U.S. ARMY US Army Combined Arms Center 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.

¥ Funding Requests

~  Education Goals

Fiscal Year Cap: 2023 Undergraduate @ Graduate @
$1.311.00 130 39

s 16

ACTIVE EDUCATION GOALS

Project Management Professional (PM

APPROVED » Credentialing Assistance - Non MOS Relat lefor Active CA

100% COMPLETE

Required Credits: .00 Completed Credits: 1.00 Transterred Credits: 0.00 Remaining Credits: 0.00

APPLY FOR FUNDING VIEW DETAILS

Visits

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY US Army Combined Arms Center Status of a Case

DRIVE CHANGE...FORGE VICTORY!

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:

L
< o ACTIVECA
I —
EXAM -SY0-601 12/15/2022-01/10/2023 Level: Tech/OCC Grade: Credits:1 Government Cost: $282.00  Student Cost: $0.00 W

Finance (CABO) creating invoice but not paid yet:

,
< « ACTIVECA
[ ———

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

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

/
<APPROVEDAND PAID » ACTIVECA
[ ——

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

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* U.S. ARMY 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

& MyInbox

Salact Category
All

Army Credentialing Assistance Concurred
Thu 111072002 Category: Education Goals
k From: Adminisiratos System
Army Credentialing Assistance Concurmed h

Created: 1171072022

Education Goal Approved

[] Has Suspense Date

*=* afrention: Do ot repfy tothis message If you have questions, please contact the Army Credentialing Assistance Program Office (ACARC) ™

*** Do not proceed to testing or training without emsi confirmation from the CA Finance Office that your funding request has been paid. ™

Your educationgoal has been created our application for Credentialing Assistance (CA) has been reviewed snd concurred by ACAPC. Your CA request is now baing reviewed for payment by the T Financa Office
{Currently. youdo not have approved funding. Your CA request must be paid by CA Finance before you can start your training or exam. YYou will receive another message once the CA Finance Office processes your CA.

Please login Into ArmyignitED to view your CA Requests.
fou can view your Credentlaling Assistance Requests section under your Education Record to chedk the status and detalls of your applications, You may also be required to digitally sign your CA Request

Reason; test

Credentialing Assistance lication Detalls:
Appiication | (I
Institution: Exam Master

Courssis).

« Course: TRAINING
Title: PA-CAT
Dates: V10/2023-4/13/2023

W,
ArmylgnitED System Administrator

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



* W&, A7 Sy e sl - s (el Need Assistance or Counseling?

* Need counseling or assistance with CA?

- OPPO
6o ‘?Tu,y,’; Goto: MOS | WOMOS | Officer | ASl | Credentialing Assistance | Credential Search | Contact Us
5 % B

"3 } ARMY COOL

N / Credentialing Opportunities On-Line

“Rmy coo™

GET CERTIFED EXPLORE MILITARY OCCUPATIONS LEARN & DEVELOP PROFESSIONALLY RESOURCES & LINKS 'WELCOME TO THE NEW COOL

Costs and Funding

Overview

Potential Out-of-Pocket Costs

Army Credentialing Assistance (CA) Program

Frequently Asked Questions (FAQs)
il5 sl quakficatsons both during and after mil
MO Praponen: Funded o, YU iy Lt P52 PrOBram 00 anhenca Y0

Gl Gill @

MElGears can assis i i wath relaned ehvilian DoouPAEONE WOl My e il \, adfid

il sist = ¢ OPUONS DEFOrE SEletrng credentials &
¢ the related credenfials andior academic degre

summary page of cccupational information that you can keep as a

tyour career interests. Hyou find an

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

nt Professional (PMP)

S * Soldiers who need counseling assistance for the use of Army
" Mol Do st s s e VAot et CA funding can now request Counseling assistance! This cell

=¥ Learn More

. Tr:)(k-:l::ep::;elnierested in pursuing a Commercial Driver's career? is ava i I a b I e to Co N U S a nd OCO N U S So I d ie rs. co unse I i ng

Information Technology - Connect to free IT training offered through the YA's VET TEC program

? e sessions are available on Microsoft Teams

Related Links

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

nd Removed List 1 October 2022

* st Chgrtue o Comer e e Soldiers needing assistance with submitting their CA

re for Ed Center Use

oo ogam i Requests can also use this counseling

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]



ik U.S. ARMY US Army Combined Arms Center

DRIVE CHANGE...FORGE VICTORY!

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

BE ALL YOU CAN BE! UNCLASSIFIED [1 SEP 2023] [GS-13] [SOPHIA SWEENEY]
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