ArmyEd

Step-by-Step Instructions

Soldier Quick Start
Class Enrollment Guide

General Information
This Step-by-step Class Enroliment Guide includes the following topics to assist you with
enrolling in classes through GoArmyEd and requesting Tuition Assistance (TA). Select the name

of the instruction to go directly to it. To return to this page, select the EX arrow.

e Requesting TA for a Class Through GoArmyEd

e How to Print an Army Tuition Assistance Authorization form

¢ What do | do if my school is listed in the Class Schedule but a specific class is not
available through GoArmyEd?

You will need the following:
e Internet access
e User name and password for GoArmyEd
Prerequisites: You should have completed the Soldier Quick Start Training.

Business Policies

¢ The enrolliment window is open a maximum of two months before a class start date.

e Base your search on your degree map criteria to ensure you select classes that fulfill your
degree requirements.

o There are two ways to request TA in GoArmyEd. Depending on your school, you will
automatically be routed to one of the following processes:

o Register for a class directly in GoArmyEd: Some schools upload classes and
tuition costs to an online class schedule in GoArmyEd, enabling Soldiers to search
and register for the class through GoArmyEd without requiring Army Education
Counselor review and approval, and without requiring a Soldier to register for the class
at the school.

o Process a TA Request form in GoArmyEd: Some schools do not upload classes
and tuition costs to GoArmyEd. Soldiers must enter the class and tuition cost
information on a TA Request form in GoArmyEd and receive Army Education
Counselor approval for the request. Documentation of the cost of tuition and fees must
be attached to the TA Request in order to submit the form. After providing the school
the approved Army Tuition Assistance Authorization form, Soldiers then register for
the class directly with the school.

e A quarterly online TA Statement of Understanding (TA SOU) must be acknowledged prior to
enrolling in a class. You will not be permitted to use TA until you complete that step.

e You must submit an annual TA SOU to your Army Education Counselor with your
Commander’s signature. The GoArmyEd portal will prompt you to do that annually. (SFC and
above may sign for the commander)

e Depending on your tuition ceiling, semester-hour cap, or other Army TA policies, you may be
responsible for all or a portion of the cost of the class. If payment is required, self-pay the
balance not covered by TA directly to your school.
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Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions-Requesting TA for a Class Through GoArmyEd
Use the following steps to process a TA request for a class from your GoArmyEd homepage.

Note: Screen images in this document may vary slightly from the current GoArmyEd view.

1. Log in to GoArmyEd at www.goarmyed.com with your user name and password.

¥ GoArmyEd Loginl

Home Registered Users Log In

Sioj GoArmyEd is the virtual gateway for all
L i ; 5 Usermame:
Tuition Assistance (TA) ! — ™ eligible Active Duty, National Guard and Army i
Policies 2 Reserve Soldiers to request Tuition

“[l] could continue Assistance (TA) anline, anytime, anywhere for
classroom and distance learning. It allows
Soldiers to manage their education records

M including college classes, testing, an-duty

Password:
Earn a Degree or Credential il

Programs and Services

. b, = i
oy T GO ' courses while classe: and Army Education Counselor e i
support. password?
GoArmyEd 3 " deployed.” : i
& 1 ployed. GoArmyEd is usad by Need to Register/Activate your
eArmyl H * Soldiers ta pursue their p dary account in GoArmyEd?
educational goals
College of the American | 7 T « Army Education Counselors to provide
Soldier _ s gl i : L4
| m— b oy ] o rse
e B U | ve—

2. From your GoArmyEd homepage, select the “Request TA” button in the Smart Links
section.

Welcome back, 55G Jane Sample. / Helpdesk s

Request TA... Withdraw from a Class... q) ( On-Duty Courses... ) ( Recoupment-Information... \
C My Education Recard } - Auto Advisor ) f\f Training ) L Other Links \J
My Smart Links [Edit
{ My Education Center ) ( Army Personnel Testing ) {f Class Enroliment Guide (PDF Version}\I

L_,--'—_' “*“-mw..m_w% . —’/—“me—_"‘:,

3. A quarterly TA Statement of Understanding (TA SOU) must be acknowledged prior to
enrolling in a class. When this screen appears, carefully read the document.

(18ARHY)

Statement of Understanding

Effective 1 Oct 04 ALL Soldiers are requlr;d to acknowledge and authenticate an electronic version (e-version) of the Army Tuttion Assistance (TA) Statement of
Understanding (TA SOU) at the baginning of each term prior to course enraliment. Soldiers who do not acknowledge the e-version TA SOU will be placed on HOLD and unable
to enroll in courses

Statement of Understanding for Use with Army Tuition Assistance (TA)}
For use of this form, see AR 621-5; the proponent agency is DCS, G-1
'DATA REQUIRED BY THE PRIVACY ACT OF 1974

10UL5.C. 3013, Seoretary of the Amy; 10 U.5.C. 3005, Advaneed education assistance’ adtive duty agresment; reimbursement requirsments; 10 U.S.C. 4302, Enlisted members of Amy:

Lsucain, >
,.-—'—' "maachools: AR 8216, Amy Continuing Education System; and E.O. 8387 (SSN]
kil
T emniiga gt spree to the s mssalion goosused | e
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Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions-Requesting TA for a Class Through GoArmyEd

Select the “Yes” radio button to acknowledge that you agree to the terms of the TA SOU.
Enter your password in the “Password” field. Next select the “Submit” button. You will
not be permitted to use TA until you complete that step.

& Officer Personng
ADSO/RDSO. For ADSO reimbursement of

7. NON-LOI SCHOOL TA REQUEST:

enrollments, drops and withdrawals both with my school and in the GoArmyEd portal.

@ Yes
CNo

Please enter your password below.
Password:

| understand that | must request Non-LOI Tuition Assistance through the GoArmyEd Portal and provide course and cost verification data to the Army, and upload supporting documentation
to eFile. Once | receive course approval notification, | will print and take all copies of the TA request form to my school to complete the enrollment process. Failure to request Tuition
Assistance via the GoArmyEd portal prior to the start of the class or the school's late registration period will result in the denial of TA IAW AR 621-5. It is my responsibility to process class

| agree to the terms of the Army Tuition Assistance Statement of Understanding and agree to the conditions for the use of tuition assistance as verified by my authentication.

Tmburse the amoun
rea Division approval of request for voluntary separatior:

Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

There are two ways to request TA in GoArmyEd based on your school choice. Please
follow the instructions below to request TA for a class.

The Select Classes to Add screen appears. If
only the “School” field is marked with an
asterisk (*), the school uploads classes and
tuition costs to GoArmyEd. Continue with steps
on pages 4-9 to search for a class that meets
your criteria.

({JArmyEd

Jane Sample

( Y

| my class schedule

Add Classes

1. Select classes to add

The system has pre-populated your home school. If you wo
different school, select the magnifying glass icon to search fo
criteria to narrow your search results and click Next.

Subject: Q

Vincennes University

Catalog Number:

Start Date Between: 04/12/2011 |[#] and |05/

GoArmyEd Class Number:

The Select Classes to Add screen appears. If
ALL the fields are marked with an asterisk
(*), the school does not upload classes and
tuition costs in GoArmyEd. The TA Request
form must be completed in GoArmyEd.
Continue with steps on pages 10-16.

([DArmvEd

Jane Sample

[ Search “’ Enroll

| my class schedule || add

Add Classes

1. Select classes to add

The system has pre-populated your home school. If you would like §
different school, select the magnifying glass icon to search for the =sd
additional required fields and click Mext.

*School: [adams State College
*Subjact: |ENG
*Catalog Number: |Lo0

*Start Date: [pa/zs/2011 |[EH)

Mext

'~ Apr - Jun 2011 Class Schedule

f"‘-v— y_ ""‘--EQ!—_.CJEESEE .,
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Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

If only the “School” field is marked with an asterisk (*) when the Select Classes to Add
screen appears, you register for a class directly in GoArmyEd, since your school uploads classes
and tuition costs in the GoArmyEd Class Schedule. Continue with the steps below.

1. The Select Classes to Add page appears.
e The “School” field is pre-populated with your home school.

¢ Narrow your search by entering the class subject and catalog number (i.e., Eng
100) in the “Subject” and “Catalog Number” fields. Leave those fields blank to
view all classes available at the school.

o The “Start Date Between” fields are pre-populated with the current date and 30

days in the future. Select the calendar icons to change the dates. Select the
“Next” button to proceed.

Note: Select the “Advanced Search” link to expand your search.

mﬂ[mm Home | _Addto Favorites | _Close Windo
Elr

Jane Sample

| search |l Enroll || My Academics |
| my class schedule || add || drop |

Add Classes

1. Select classes to add

Your home school is pre-
populated. If you want to
select another school,
select the magnifying
glass icon.

The system has pre-populated your home school. If you would like to take a class from
differant school, select the magnifying glass icon to search for the school. Select add
criteria to narrow your search results and click Next.

*School: \Wincennes University

Enter the class subject and
catalog number. Leave
the fields blank to view all
available classes.

Subject: l

Catalog Number:

Start Date Between: [oz/1z/2011 |[F] and [05/12/2011

GoArmyEd Class Number: The Start Date Between fields are pre-populated

with today's date and 30 days in the future.
Note: Select the calendar icons to change the
dates to expand or narrow your search.

Select the
"Next" button
Advanced Seg to proceed.

Mext

¥ Apr -Jun 2011 Class Schedule

¥ou are not registered for classes in this term.
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Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

The Search Results page displays classes that meet your search criteria. Carefully

review the details specific to each class. A variety of class types or delivery options may
appear.

- Classroom On-Post (TA) and Classroom Off-Post (TA): Classes taught in a
classroom

Distance-learning (TA): Classes that are delivered remotely to Soldiers via

multimedia channels, including classes by written correspondence, video, CD-ROM,
DVD, television, or the Internet

mmm Hume Adcl {o Favorites Clcrse Windo
»

Jane Sample

2.

[ Search ” Enroll ]f My Academics ]
| my class schedule || add ”

drop |
Add Classes

B
Search Results

The following classes match vour search criteria School: Vincennes Univ, Course Subject A statement appears cunfirmlng

ACCT. Course Number is exactly '100°, Show Open Classes Only: Yes, From Start Date your search criteria.
04/12/2011, To Start Date: 05/12,/2011 1

Return to Add Classes START A NEW SEARCH |

Before requesting a class, please review all of the details including start date, end date, instruction mode, description, and

prerequisites. To do so, select the Class Details button for the class.

Select the Request button to enroll.
Class

ACCT 100 - Basic College Accounting

First 4 1o [ tast

Semester
Class Nbr Subject Catalog Section Description Viaas Start Date End Date Avail
@ 1727 ACCT 100 O74 Basic College Accounting 3 04/25/2011 10/25/2011 30
School Class Type  Instruction Mode Instructor Name Class Details
Vincennes Univ TA DL - Online L Nash Er
Proctored Exam Addl Materials
In-State Cost f Unit In State Total Cost Out-of-State Cost / Unit Out-of-State Total Cost
£165.28 £4595.894 $205.00 $615.00
TA Eligible Fees Soldier Funded Fees Open Registration Date =
specific to each
MNone None 0z2/25/2011

class section.

Close Registration Date

Request Class

Last Day to Drop for Full Refund:  g5/01/2011 Da/14/2011

START A NEW SEARCH |
Return to Add Classss
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Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

3.  Select the “Class Details” button before enrolling in a class to review additional class
information such as class description, semester-hour cost, prerequisites, required
materials, and other information.

Class Sections First E 1ofl E| Last

Semester

Class Nbr Subject Catalog Section Description S Start Date End Date Avail

. 1727 ACCT 100 D74 Basic College Accounting 3 04/25/2011 10/25/20 0
School Class Type  Instruction Mode Instructor Name Class Details I

Vincennes Univ TA DL - Online L Mash
,-l""" e d Exam Addl Materials
'E""*-l-&_]'utal Cost Out-ofs xu
—

4. The Class Detail page appears. Carefully review the class details, including delivery
mode, instructional mode, start and end dates, tuition cost, class description,
prerequisites, if applicable, and the school offering the class.

Select the “Request Class” button to enroll in the class.

ACCT 100 - D74 Basic College Accounting

VIEW SEARC £
Eeturn to Add Classes VIEW SEARCH RESULTS

Selact the Request button te enroll. . indicates an enrcllment section

Class

Class Sections

Request Class

Semester
Class Nbr Subject Catalog Section Description Howrs Class Type School
1727 ACCT 100 D74 Basic College Accounting 3 TA Vincennes Univ
Mode of Instruction Course Level Course ID Class Status Subject Group
DL - Online ist & 2nd Year 059347 Active Accounting
Maximum Seats Seats Available Start Date End Date Proctored Exams Program Community
30 30 04/25/2011 10/25/2011 Business
Instructor Name Open Registration Date Close Registration Date In-State Cost / Unit In-State Total Cost
L MNash 0z2/25/2011 04/14/2011 $165.28 £495.84
Out-of-State Cost/Unit Out-of-State Total Cost
£205.00 £615.00

Syllabus URL

http://ecampus.vinu.edu/

Course Description
A course in the fundamentals of accounting practices. Emphasis is on journalizing; posting: preparing financial statements;

e i statements; and understanding elements of payroll. Th i cifically designed for students with little or no
__.._ho.ﬁkeepinﬁwm_wiring only one accounting ]

Tona

] This course may reguire Ssse refer to the Vincennas University u
prior to enrollment.
Dropping = course in the GoArmyEd portal must be done before midnight Eastern Standard Time (EST) on or before the date
listed in the 'Last Day to Drop for 2 Full Refund’ field located on the class detsils page.
Last Day to Drop for Full Refund  05/01/2011
Refund Schedule
From Day To Day Refund Percentage
o 3 100.00
7 1z s50.00
14 EEEES 0.00
Degree Map Reference SOC Course Cat #
ACO11A Elementary Accounting/Bookkseping
The applicability of SOC Course Category Codes to your degree plan is based
on the last letter of the code (Associstes = A, Bachelors = BJ.
Return to Add Classes WIEW SEARCH RESULTS
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Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

5.  The Confirm Classes page appears. Review the class cost information to view the cost
covered by TA (in the “GoArmyEd Amount” field) and any class cost you must self-pay
(in the “Student Amount” field).

({JArmvEd —
:

=
Jane Sample
|. Search ” Enroll "”( My Acadermics |
| my class schedule || add ” drop |

Add Classes f Rewview the "GolArmyEd"” field to view the

= SanBian clatsas LamountTAwill cover and whether you

are responsible for a portion of the class
cost before completing the enrollment.

PR s SubjectfCatalog = Start/End Semester|
Numibar Date Hours
! - - |Basic collagea |oa/z25/2011 -
1727 Wincennes University |[ACCT 100 Reneoiita [y | 3.00 @
Cost par Semestar Hour: 165.28
i Student Amount 0.00
TA Eligible Fees: o.00
Soldier Funded Fees: o.00 GoArmyEd Amount 495.84
Total Amount: “4935.84
PROCESS REQUEST | CaANCEL REguesT |
Click here for an explanstion of tuition calculation @
Click hera for current Financiz!l and Residency
Information 6

Select the “Process Request” button to proceed with the TA request and class
enrollment.

PROCESS REQUEST

Important: If you must pay for any or all cost of the class, several statements, including

the following warning, appear stating you must pay.
Add Classes

2. Confirm classes

WARNING: YOU MUST PAY!

5 ject/Catal Start/End 5= e
Class Nbr School Ebpeck/ sl Title £En e Status
HNumber Date Hours |
e I —
1728 Wincennes University |ACCT 201 :L'E”D‘:I'ﬁ'_";:go; Tg-‘égiggii z.00| @
Cost per Semester Hour: 165.28 YOU MUST PAY e
TA Eligible Fees: 0.00 "'395'84_
Soldier Funded Fees: 0.c0 TA will pay 0.00
Total Amount: 495.84
| Acree To Pay |  cancel mecuest

If you must pay for part or all of a
class, several statements appear
informing you of this. Payment is
paid to your school.

ou MUST choose "Cancel Request” if you do not agree to pay
the amountin red above: TA will not pay this amount. Mo
exceptions will be granted. If vou think that there is an error,
contact your Education Counselor. You may need a course

¥You must select the "l Agree To override.

Pay"” button to process the class Click here for an explanstion of tuition calculation o
enrollment. jclick here for current Financial and Residency
Information Li ]

Payment Information
Payment for your portion of this course must be made to the school.
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Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

6. The Account Information screen appears. Review your mailing and contact information to
ensure that all fields are updated to reflect your current location.

wm Home | _Add to Favories Close Windo

=iw
Account Information

Please update your contact information if there has been any change.

Mote: Fields marked with an asterisk (*) are required.

If you are using an APQ address, make sure you have selected APO in the City field and USA in the Country
field. Any address containing a PO Box number must also include a valid street address. This restriction does
not apply to individuals using the APC mail system.

Please do notinclude symbols or characters such as the pound sign (#), dashes (-), or any parentheses ( ) in
your mailing address.

Full Name
Jane Sample

*Address:
123 Star Drive

*City *State *Zip *Country
RADCLIFF KY (40160 usa |Gy

Hote: Do NOT enter DSH for Primary Phone. If OCONU S, use civilian country code format.

*Primary Telephone Number Phone 1 Phone 2
270-334-5656
Preferred Email - Alternate Email
jane sample@efutureed com % | ljane sample@efutureed.com

Select the “Account Information Verified” button.

Account Information Verified

7.  The View Results page appears. Review your schedule to ensure that the class you
selected is listed. A message appears stating the class has been added to your schedule
and a green checkmark appears in the Status column. Your enrollment is submitted
successfully for registration, pending final approval from the school. You will receive an
email confirming that the enroliment request is successful.

Note: If the request is not accepted by your school, you will receive a follow-up email.
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Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

mmm Hnrne Adl:f in Favories Clnse Window
EL

Jane Sample

f Search W Enroll ]f My Academics 1

| my class schedule || add ||

drop |
Add Classes

C-E-8

3. View results

View the following status report for enrollment confirmations and errors. Be sure to print a
copy for your records.

V’ Success: enrolled x Errort unsble to add cass
Class Subject/Catalog Start/End |Semester
Number Sl Number/Section fiate Date. Hours Messnoe Sk
; Success: This class has been added to your
% 5 Basic College 04/25/2011 -
234 i 4 ! :
1727 |Vincennes University |ACCT 100 ecouriei 10/25/3011 3,00 chf:\redule Class added on 04/12/2011 at 03:06pm v
PRINT PAGE MY CLASS SCHEDULE ADD ANOTHER CLASS

Search Enroll My Academics
My Clsss Schedulse Add Drop

Select the “My Schedule” button to view the classes you have elected to take. Select
the “Add Another Class” button to enroll in additional classes.

MY CLASS SCHEDULE | ADD ANOTHER CLASS

8.  Select the “Close Window” link to return to your GoArmyEd homepage.

({JArmvEd

3
’-—"h“""“—h.h ; : -
gy I.LD at .

Add te Favorites Close Window
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Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

If ALL the fields are marked with an asterisk (*) when the Select Classes to Add screen
appears, the school does not upload classes and tuition costs in GoArmyEd. The TA Request
form must be completed in GoArmyEd.

Important: You are required to provide documentation of the cost of your tuition and fees in order
to submit a TA Request form for approval. Valid cost verification WILL include one or more of the
following: an itemized receipt or screenshot from an online account with the school, a current
invoice from the school, or a statement of tuition and fees specific to your enroliment or account
with the school. Tuition and fees must be listed separately. The course start date and number of
credit hours is also required for each request.

Note: Screen images in this document may vary slightly from the current GoArmyEd portal.

1. The Select Classes to Add screen appears.

e The “School” field is pre-populated with your home school. If you want to select
a new school, select the magnifying glass icon.

o Enter the class subject (i.e., Eng) in the “Subject” field.
o Enter the catalog number (i.e., 100) in the “Catalog Number” field.

e Select the calendar icon for the “Start Date” field to configure the class start date
correctly.

e Select the “Next” button to proceed.

[{DArmyEd

B

_Home Add to Favorites

John Doe

[ Search " Enroll ” My Academics 1

| my class schedule ” add ” drop |

Add Classes

=

1. Select classes to add

The system has pre-populated your home school. If you would like to take a class fy
different school, select the magnifying glass icon to search for the school. Complet
additional reguired fields and selact Maxt,

The "5School” field
is pre-populated
with your home

—————— SChBDl.
*School: |Adams State College (&}

|ART

#*Subject: Enter the class subject in the "Subject” field.
: Enter the school's catalog number in the

*Catalag Number: {200 "Catalog Number” field.

*Start Date: | ]

[v][2012]v]

[ Enter the start
date of the
class by
selecting the
i calendar icon.

[ April ]

S M T W T F 5§

1'"3 4 5 6 7| |

s w0 1112 13 14| |
ou are not registerad 15 16 3F 18 19 20 21 |

22 23 24 25 26 27 28
29 30

Select the
"Mext” button
to proceed.

Search Enroll My Academics - -
] Current Date [¥)

My Clz=s Schadule Add Drop
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Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

2.  The TA Request screen appears. Read the instructions carefully.

nr E“ Home Add to Favorites Clo=e Windc
3

TA Request

Upon entering the class information below, press the "Submit button to submit this data as an enrollment request. You will
receive notification of approval or rejection of this request either via email or by returning to this page and viewing the Class
Status. Ifyou do not wish to submit this request, close the window without clicking the "Submit’ button below.

Once approved, the ‘Print TA Request Form' button will become active allowing you to create a POF request form. If you are
unable to print the request form immediately after the POF is created, you may click the "Save a Copy’ button on the POF to
save this form. Please be advised: if you are using a shared computer, save the POF to a disk to ensure privacy.

NOTE:
To drop this enrollment, update the Class Status to ‘Cropped’ and click the "Submit button.

To retrieve an existing request, click the ‘Return to Search’ button atthe boftom ofthe page. Please do NOT press the ‘Back’
putton on yaur browser.

To generate a new TA request, click the "Add’ button at the bottom of the page.

C Student Information Section: Your personal information is prepopulated :J

EmpliD: 00001234 Soldier Status: Guard

Name: Doe. John

Rank: 558G SSN: -0022

Phone: 270-123-4567 Email: jdoe@efutureed.com
Current PAType:  Traditional eCourse Original PAType:  Traditional eCourse

PA Migration Date:  08/22/2011
UIC Title / Code: TCCO DET1/WPKSA1
Geo Ed Center: MG-Texas Education Senices Office

Army Location: BAGHDAD

123 Moon Drive
KILLEEN, TX 76548

C School Information Section: The schoal's information is pre-populated. j
School: ASCO2 Adams State College
Degree Name: Information Tech (AAS-CSIT) [-g]
Address: 208 Edgemont Boulevard

Alamosa, CO 811022373 SDN:  ATAZADAMSSTCHN

School Primary URL:  www.adams.edu School Secondary URL:  yaww.adams. edu
POC Name: Judy Phillips
POC Phone: 7195877671
POC EMail: jiphilli@efutureed.com
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Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

Class Information Section: Carefully review the populated "Subject,” "Start Date,"
and "Catalog Number" fields for accuracy and update if necessary. Complete each
required field marked with an asterisk (*). Enter "End Date" and "Class Title" and
select the "Instruction Mode."

Class Information Section: Review the populated "Subject, Start Date
and Catalog Nbr" fields for accuracy and update if necessary.

Enter the "End Date™, "Class Title" and select the "Instruction Mode.”

*Subject: ART EX: HIST *Start Date: | 04/02/2012 E:J Fiscal Year: FY12

*Catalog Nbr: 100 EX: 225 *End Date: EiJ Control Humber:

*Class Title:

*Instruction Mode: | Dearee Plan

Cost of tuition and fees must be attached to the TA Request in order to submit the
form. This can be done in one of two ways:

e Upload the document that has been saved on a computer and attach to this
TA Request or;

e Upload the document in eFile first and select the transaction type, Cost
and/or Course Enrollment Verification, so it will appear when you select the
“Search eFile” button to attach to this TA Request.

o Multiple documents can be attached to the TA Request by selecting the
radio button next to the documents and then selecting the “Attach File”
button.

Emf_ﬁ»ﬁé_ﬁﬁﬁ»fé‘

5
[Gelect eFile

Eind | View All

Description Last Updated By Last Update Date/Time

Course Cost Verifrication pg3 Online, Sergeant 09/05/2012 1:10:52PM

Course Cost Verification Online, Sergeant 09/05/2012 1:09:35PM

Course Cost Verification Qnline, Sergeant 09/05/2012 1:10:20PM
Cancel I Attach File

Note: Detailed steps on how to upload a document in eFile are available.
Access the reference document titled “Using eFile” by selecting the yellow
“Helpdesk” button located on the top right on any screen when logged into your
GoArmyEd account.

Version 14, Last revised: 12-Sep-2012 Green underlined text designates new information or changes  Page 12 of 28 ﬂ




Soldier Quick Start Class Enroliment Guide

Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

Upload Cost and/or Course Enroliment
Verification Information Section: Enter the title and
description of the document assaociated with this class.

*Title
*Bescﬁpt_ion
Add Attachment Search eFile

Enter a Title and Description and select ‘Add Attachment to upload cost and/or course enrollment verification
documents. File size is limited to 4096 KB. Reduce the file size or zip the file.

Cost of tuition and fees must be attached to the TA Request in arder to submit the
form. This can be done in one of two ways: add an attachment from a computer or
upload in eFile first in order for it to appear as file you can attach.

.#,_____,_. . — _N—/__‘”'“'-"m----w,.:,,m_“ —— ___”____,,,--"

Class Cost Section: Complete each required field marked with an asterisk (*). Select
the Unit Type your school uses (semester hours, quarter-hours or clock hours). Next,
complete the “Unit” and “Unit Cost” fields and, if applicable, “Additional TA-eligible
Fees” and “Additional Soldier Fees” fields.

Select the “Calculate Cost” button.

Class Cost Section: Select the Unit Type your school uses (semester hours, quarter
hours or clock hours.) Next, enter the "Unit" and "Unit Cost" fields and if applicable,
"Additional TA-eligible Fees" and "Additional Soldier Fees" fields. Select the
"Calculate Cost" button. Note: The "Total Class Cost"”, Original Army Cost" and
if applicable the "Original Soldier Cost" fields will populate.

Selectthe Unit Type your school uses (semester hours, quarter hours, or clock hours). Enter Unit and Unit
Costand select the calculate cost button. To view the calculation formula select the ™"
— _______________

Unit Type Unit Unit Cost SH 5H Cost
Semester Hour v 0.00 $0.00 0.00 50.00
Additional TA-eligible Fees Additional Soldier Fees
$0.00 $0.00
Total Class Cost Original Army Cost Original Soldier Cost
50.00 50.00 50,00 _ Galculate Cost|

After selecting the “Calculate Cost” button, the following message appears stating the
TA amount may be adjusted based on the approved class level.

IMPORTANT: Remember to upload the required cost verification information to
eFile in your Student Record.

Select the “OK” button.
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Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

Message from webpage [&J

Tuition amount may be adjusted based on class level approved.
L. (25000,739)

You must upload cost verification to your GoArmyEd e-File for this
class and verify that all information provided on this TA Request Form
ratches the information in your school's class schedule. Valid cost
verification WILL include one or more of the following: an itemized
receipt or screenshot from an online account with the school, a current
invoice from the school, or a staternent of tuition and fees specific to
your enrcllment or account with the school. Tuition and fees must be
listed separately. The course start date and number of credit hours is
also required for each request.

Additionally in the Class Cost section, if applicable, review State/Outside Funding and
Chapter 33 (Post 9/11) information and select what applies to you. If you will receive
external funds outside of federal TA, enter the applicable amounts in the "State TA
Funding,"” "Outside Funding," or "Chapter 33 (Post 9/11)" fields.

Select the Unit Type your school uses (semester hours, quarter hours, or clock hours). Enter Unit and Unit
Cost and selectthe calculate cost button. Te view the calculation formula select the 7™

Unit Type _ Unit  UnitCost g SH - SHCost
Semester Hour v T0.00 50.00 0.00 50.00
Additional TA-eligible Fees Additional Soldier Fees
$0.00 30.00
Total Class Cost Original Army Cost Original Soldier Cost

5000 S000 s000 Calculate Cost I
[tintend to use StateiOutside Funding

Iintend to use Chapter 33 (Post /11 . :
- i { ) If you intend to use the following funds,

) ) ) ] check the box for State/Outside
The fields below are for any external funds that Soldiers receive outside of Feder Funding ar Chapter 33 lPOSt 9!11]

example may be state or VA benefits. :
and enter the amounts in the

State TA Funding Qutside Funding Chapter 33 (Post 9/11) cgrrespgndi ng fields.
50.00 50.00 $0.00|
it i

—_—
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Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

//_\/////X//

l Invoice Details Section: The school will complete this section. I
This enrollment has not yet Deen invoiced or, ITwas droppedirejected prior o INVoIcing.

[ TA Request Status Section: After the request is reviewed, the status will appear ]

in this section.

*Class Status:
Reject Reason:

Mote: [fthere are additional comments please include them in the text box below.

| s || |

Select the “Submit” button.

/_X

Grade Information Section: Your school will enter a grade in this section. l
Enter an official grade. |
drop-down reason or enter free-form comments.
Official Grade:
Eﬂ_ Dates Section: View action dates documented on this form. L
u nstallatiod
Submission: 03/17/2012 Doe, John MG-Texas Education
Senvices Office
Rejection:
Approval:
Grade:
Drop:
Return to Add Classes |

3. A message appears stating your request has been submitted. You will receive an
automated email alert from GoArmyEd telling you whether the TA Request form was
approved or denied. Select the “OK?” button.
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Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

Message from webpage

'.'j Your request has been submitted for review and you wil be notified of the status through email. (25000,356)
L

4. The next message appears stating changes to Army Cost will be reflected on your TA
Details screen within one hour of the update. Select the “OK” button.

Message from webpage

"i Soldier's TA Detail page (25000,653)

Mote: All changes to Army Cost will be reflected on a Soldier's TA Detail page within one hour of the update.

5.  The Select Classes to Add screen appears. The TA request for the class you processed
appears in the Class Schedule section.

IMPORTANT NEXT STEPS:
e An Army Education Counselor will review your TA request.

o If the TA request is approved, view the steps on pages 17-20 on how to print the
Army Tuition Assistance Authorization form.

¢ You will need to provide the school the approved Army Tuition Assistance
Authorization form and then register for the class directly with the school.

To submit a TA request for another class, follow steps on pages 10-15. The “School”
field will populate with the same school as the previous school for which you processed a
TA Request form.
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Step-by-step Instructions—Requesting TA for a Class Through GoArmyEd

John Doe
| Search “.- Enroll |[ My Academics .'|
| my class schedule || add || drop |
Add Classes

[l

1. Select classes to add

The system has pre-populated your home school. If you would like to take a class frem &
different school, select the magnifying glass icon to search for the school. Complete the

additional required flelds and click Next.

*School: Adarms State College Q,

*Subject:
*Catalog Number:

*Start Data: 131
MNext

Viaw TA Reguest Authorization Forma

T Jan- Mar 2012 Class Schedule

Start/End Semester

Subject/Catalog

hool Number/Section Title Dates Hours | [T
| 040272012 -
Adsms= State Collage ART 100 i ; '|
g | Art History BTN 30 L 4

([JArmyEd ——

3
‘ S, . .

“+mif Dat S

Close Windoww
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Step-by-Step Instructions—How to Print an Army Tuition Assistance

Authorization form

school.

Request form.

If your TA request is approved, you are ready to enroll in your class directly with your selected

Note: If the TA Request is rejected, please view the steps on page 21 to review the TA

You can access the Army Tuition Assistance Authorization form by selecting the “Request TA”
button or selecting the “Other Links” button in the Smart Links section.

From your GoArmyEd homepage, select the
“Request TA” button in the Smart Links
section.

My Smart Links [Edit]
You may selact addiional Smart Links. Select the "Edit” Ink to personal ze your Smart Links.

""I"I\Illllml—' o

My EducaLion Cener il ATy Fersonnel Tesing

/w iiasr

w Message Center
P

From your GoArmyEd homepage, select the

“Other Links” button in the Smart Links

section.

Request TA... \:I ( Withdrzw from a Clase... ‘] / \

Recoupment-Information... :I My Education Record

;] {'StudentAg\
1Y

g b & Giner Links

My Smart Links [Edit]

IIII||||h.IIIIII

My Ecucation Center Army Personnel Tegting ) das

v

The Select Classes to Add screen appears.
Select the “View Historical TA Request
Authorization Forms” link.

v g

Search Enroll My Academics
my class schedule H add H drop
Add Classes s

1. Select classes to add

The system has pre-pepulated your home school. If yeu weuld liks to take a class from a
diffarent school, selact the magnifying glass icon o sesrch for the school. Complets the
additional raquirsd fislds and click Hext.

*School: Adams State College Q

*Subject:

*Catalog Number:

*Start Date: 04/14/2011 5
Mext
I View Historical TA Reguest Authorization Forms I

~ My Apr - Jun 2011 Class Schedule

- . ®
- — _/ S __7_7____/

Select the plus sign (+) next to “After You
Enroll in a Class” link on the Other Links

screen.

Home
My Student Record
Virtual Education Uenter

Click the plus icor @to oxpand a group of Inks.

Click on a link to go to that page.

Returr Home (

Iink Kame = |
© After YouEnrcll n a Class

JETors 1ol Snro|in 8 Ciass.

Education Centets
i Student Recogniticn
Earn a Degree or Credential

Programs and Scrvices
Money for Collega

£l GoAmyEd 10 Colkge of the American Soldier
1 College of thz American @ Ear a Degree or Credential
Soldier

© Educztion Cenlers

© Educztional
—

(“"‘\

Select the “View Historical TA Request
Authorization Forms” link.

school reminding the school of that obligation. If you believe a pos
Helpdesk case or contact your school directly to request that the

Select the "Wiew Reference Documents” link to view Soldier Refe
nstructions for Viewing Your Grades, which include information

[lhe "View Historical TA Reguest Authorization Forms” link is uset
Freated to for a school that does not Ioad classes or tuition costs
he "View My Class Schedule” is used to view current and previ

Wiew Historical TA Request
Authorization Forms...

The "View Recoupment” link iz used to view class recoupment in
(F, W, or an | that iz unrescived 120 days after the class end date

View Recoupment...
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Step-by-Step Instructions—How to Print an Army Tuition Assistance

Authorization form

1. The TA Request Search screen appears. Search by “School,” “Subject Code,”
“Catalog Number,” “Start Date,” “Class Title,” Geo Ed Center,” “Submit Date,”
or “Fiscal Year” field. Select the “Search” button.

Hint: You can view all your TA requests by leaving all fields blank and selecting the
“Search” button.

([JArmvEd

TA Request Search

To search for an existing TA request, enter search criteria and press the "Search’ button.

Home | Add to Favorites | _Close Window

To look up the School, please click on the magnifying glass to the right of the School field and select one of the available values.

School: Q

Subject Code: EX: BIO
Catalog Nbr: EX: 225
Start Date: [

Class Title:

Geo Ed Center:

Submit Date:

Fiscal Year: ]

o

2. The TA Request Search screen appears. Select the title of the approved class you
wish to print.
mnrm H E“ Home Add to 1
S -

TA Request Search

To search for an existing TA request, enter search criteria and press the "Search’ button.

To look up the School, please click on the magnifying glass to the right of the School field and select one of the available valug,

School: (SN

Subject Code: EX: BIO

Catalog Nbr: EX: 225

Start Date: [=4

Class Title:

Geo Ed Center: =5

Submit Date: [34

a

Fiscal Year:

Search | Clear |

Customize | Find | View All | B8 First [4] 4 or4 [*] Last
Geo Ed

MName Center School School Name Subject Catalog Start Date Status Title
MNG-Texas
Doe. John Education ASC02 Adams State College ART 100 04/2/2012 Approved [QAr History

Semvices Of
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Soldier Quick Start Class Enroliment Guide

Step-by-Step Instructions—How to Print an Army Tuition Assistance

Authorization form

The TA Requests by Submit Date screen appears with all the TA requests submitted
on the same day.

e TA requests submitted for more than one school or for classes starting in
different fiscal years and submitted on the same date can be printed in one
PDF and will be separated by school and fiscal year.

e Any approved TA request submitted on different days for the same school will
appear in a separate PDF file.

To print approved TA Request forms to submit to the school, select the box next to the
class in the Print Select column. A checkmark appears for the selected classes.
Select the “Print TA Form” button.

(TOArmyEd

Home Add to Favor

=
TA Request By Submit Date

The information on this page provides a summary of your TA requests that have been submitted for Army Education Counselor
approval within the same day (Eastern Time) and the class status for each request. A class status may either be Pending (for TA
requests that have not yet been approved by a Counselor), Rejected (for TA requests that were not approved by a Counselor),
Approved (for TA requests that were approved by a Counselor), or Dropped (for approved TA requests that have been dropped).

Place a checkmark in the box under the Print column for TA Requests that are in approved status that you wish to print on a single
TA Request Report for your own records or to provide to a school. Please note that if you select Print for TA Requests offered by
more than one school or fiscal year, a separate report will print for each school and only listthe classes offered by that school. To
drop or modify a TA Request, select the "Details”™ button for the TA Request you wish to change and make the change on the
detailed TA Request Form with an active CAGE Code number for your school. If you choose to renew your CAGE Code with CCR,
your expiration date will be updated within 24 hours in GoArmyEd.

EmpliD: 00001234 Current Degree Plan

Name: Doe. John

Rank: 850G ssM:  -0022

Phone: 270-123-4567 Email: jdoe@efutureed com
Current PA Type: Traditional eCourse Original PA Type:  Traditional eCourse

PA Migration Date: 08222011 Home School: Adams State University
UIC Title / Code: TCCO DET1/WPKSA1

Geo Ed Center: MG-Texas Education Services Office

Army Location: BAGHDAD Submission Date: 03172012

123 Moon Drive
KILLEEM, TX 76549

Print TA Request - - Catalog "
Select Details School Name Class Status Class L evel Subject Hbr Class Title
1 Details Adams State College  Approved Undergraduats o 100 Art Histary

Lower Division

Print TA Form 3 Return to Search

A message appears stating the report is running.

Report is running. Please wait. A link will be
displayed when the report is done.
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Step-by-Step Instructions—How to Print an Army Tuition Assistance

Authorization form

5. Select the “Click here to view the report” link when it appears.

Click here to view the report

6. The Army Tuition Assistance Authorization form appears. Instructions are provided on
the Army Tuition Assistance Authorization form pertaining to actions you are required
to complete. You are responsible for providing your school with the approved Army
Tuition Assistance Authorization form and registering for approved classes at the
school.

Note: You must process all drops and withdrawals at the school and in GoArmyEd.

Page 1

ARMY TUITION ASSISTANCE AUTHORIZATION

1L APPLICANT DATA EDN Numbsr:  ATAZADAMESTOXN

A Tdan

TCOO  DET 1/ WPKSAL

1 SCECOL SECTION

A_Schwonl f Degres Name B Addios € Scheud Primary PFOC
Alasms Sime College 208 Edpenues Boulevant Basme Jesdy Phillies
Infirmation Tack (AAS-CSIT) [<] Alsnoee, U0 81 HO23T2 Thone T1352THTL

UEA Ereail gl efinueed o

5 CLASS DATA Chnl

Page 2

A Saaie Cillige

o s, o e schoal's L segiitration perind, will ol s e desial of vl ssissnce AW AR 6213

pevasibilicy o proces: cb L draps . with your scheal 2d in GaArmyEd.

& SOLDIER SICNATURE AND DATE
Thavs completed mmd ruvimed this TA roquest farm.

ASebics Name Cigmaue or File) gnd Dot =
Dezs, Jokr
CONSENT. By aigning this form, | sshoriaes the releae of mry grale repors and with&awal infarmatio m 1wy whued 0 the Army Domtinssing Extucation Syatem {ACES) bn soooedatee with (he term Batedd in Soctons 5 and &
af ilai Tt
M-_'“_" e, e,
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How to Resolve a TA Request form Rejection

If your TA Request is rejected, you will receive an email stating the reason. If you resolve the
issue within seven days after the class start date, you can resubmit the same TA Request form.
If you have any questions, please contact your Army Education Counselor.

1. From your GoArmyEd homepage, select the “Request TA” Smart Links on your
homepage.

Request TA... ) I Course Planner... J \ Withdraw from a Class... :’w
{' On-Duty Courses... :1 C_ Recoupment-Information... J C My Educatien Record :\
i’:Student Agresment/Degree Progress Reports-) (: Other Links \}
My Smart Links [Edit]
ou may select adﬁitiuna\ Smart Links. Select the "Edit" link to eersq_!']a\E_e your Smart Links. . )
{:_ My Education Center ) { Schools-and Programs A GI Bill )
g - e _/_ T — i o
e, = S —_____-—'-
2. The Select Classes to Add screen appears. Select the “View Historical TA Request
Authorization Forms” link.
( Search ]( Enroll ]( My Academics ]
| my class schedule ” add ” drop |

Add Classes

1. Select classes to add
The system has pre-populated your home school. If you would like to take a class frem a

different school, select the magnifying glass icon to search for the school. Complete the
additional required fields and select Next.

*School: |Adam5 State College i
*Subject: example: BIC
*Catalog Number: li example: 101
*Start Date: N
Mext N

View Historical T& Request Authorization Forms

=== Schedule
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How to Resolve a TA Request form Rejection

3. The TA Request Search screen appears. Search by “School,” “Subject Code,”
“Catalog Number,” “Start Date,” “Class Title,” Geo Ed Center,” “Submit Date,”
or “Fiscal Year” field. Select the “Search” button.

Hint: You can view all your TA requests by leaving all fields blank and selecting the
“Search” button.

Home | _Add to Favorites | _Close Window

[EL3
TA Request Search

To search for an existing TA request, enter search criteria and press the ‘Search’ button.

To look up the School, please click on the magnifying glass to the right of the School field and select one of the available values.

school: Q

Subject Code: EX: BIO
Catalog Hbr: EX: 225
Start Date: )

Class Title:

Geo Ed Center:

Submit Date: El

Fiscal Year: _

o

4. The TA Request Search screen appears. Select the title of the rejected class you
wish to view.

(TDArmyEd

=3
TA Request Search

To search for an existing TA request, enter search criteria and press the "Search’ button.

To look up the School, please click on the magnifying glass to the right of the School field and select one of the available values.

School: aQ

Subject Code: EX: BIO

Catalog Nbr: EX: 225

Start Date: Bl

Class Title:

Geo Ed Center: Q
Submit Date: )

Fiscal Year: _

Search |

Hame Center School School Hame Subject Catalog Start Date Status Title

. NG-Texas
Wﬁucaﬁon ASC02  Adams State College ART 100 04/2/2012 Rejectedl| At History
e Senices Of
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How to Resolve a TA Request form Rejection

5. The TA Request By Submit Date screen appears. Select the “Details” button to
access the TA Request for the rejected class.
[{IArmyEd —
B
TA Request By Submit Date
The information on this page provides a summary of your TA requests that have been submitted for Army Education Counselor
approval within the same day (Eastern Time) and the class status for each request. A class status may either be Pending (for TA
requests that have not yet been approved by a Counselor), Rejected (for TA requests that were not approved by a Counselor),
Approved (for TA requests that were approved by a Counselor), or Dropped (for approved TA requests that have been dropped).
Place a checkmark in the box under the Print column for TA Requests that are in approved status that you wish to print on a single
TA Request Report for your own records or to provide to a school. Please note that if you select Print for TA Requests offered by
more than one school or fiscal year, a separate report will print for each school and only listthe classes offered by that school. To
drop or modify a TA Request, select the "Details™ button for the TA Request you wish to change and make the change on the
detailed TA Request Form with an active CAGE Code number for your schoaol. If you choose to renew your CAGE Code with CCR,
your expiration date will be updated within 24 hours in GoArmyEd.
EmplID: 00001234 Current Degree Plan
Name: Dae. John
Rank: S8G ggn:  -0022
Phone: 270-123-4567 Email: jdoe@efutureed com
Current PA Type: Traditional eCourse Original PA Type:  Traditional eCourse
PA Migration Date:  08/22/2011 Home School:  Adams State University
UIC Title / Code: TS CO DET1/WPKSA1
Geo Ed Center: MG-Texas Education Senvices Office
Army Location: BAGHDAD Submission Date:  0317/2012
123 Moon Drive
KILLEEMN, TX 76549
Print  TA Request . ) Catalog )
Select Details School Name Class Status *Class Level Subject Nbr Class Title Start
1 Adams State College  Rejected ART 100 AtHistory 04102
QReturn to Search
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How to Resolve a TA Request form Rejection

6. The TA Request form appears for the rejected class. Select the pull-down arrow in
the “Class Status” field and select “Pending” to resubmit the TA Request form.
Select the “Submit” button.

[([DArmvyEd

TA Request

Home Add to Favorites Close Windo

Upon entering the course information below, press the "Submit’ button to submit this data as an enrollment request. You will
receive notification of approval or rejection of this request either via email or by returning to this page and viewing the Course
Status. If you do not wish to submit this request, close the window without clicking the "Submit’ button below.

Once approved, the "Print TA Request Form® button will became active allowing you to create a PDF request form. If you are
uwegt_form immediately after the PDF is created, yo L ‘Save a Copy button on the PDF to

Trhimad: if you are using a shared “"MS.U_[EEE:'EEY-—-_/
*Class Status: Rejected I Vl I
Reject Reason: Pending

Rejected
Note: Ifthere are additional comments please include them in the text box below.

I Submit I

Enter an official grade. If entering a non-standard grade, please specify grade type. Ifrejecting a TArequest, selecta
drop-down reason or enter free-form comments.,

Official Grade:

7. A message appears stating changes to Army Cost will be reflected on your TA Details
screen within one hour of the update. Select the “OK” button.

Microsoft Internet Explorer

'A Soldier's TA Detail page (25000,653)

Note: All changes to Army Cost wil be reflected on a Soldier's TA Detail page within one hour of the update.

8. Select the “Close Window” link to return to your GoArmyEd homepage.

mﬂ[mm Home | Addte Favortes  Close Window
F
F"«:-“mm H-"_"'.-.l'.\ . 10\._‘.."‘”
mit Dat S
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What do | do if my school is listed in the Class Schedule but a specific class is not

available through GoArmyEd?

The following steps are to request a class be added to the Class Schedule if your school uploads
classes and tuition costs to an online class schedule in GoArmyEd.

Note: Screen images in this document may vary slightly from the current GoArmyEd portal.

1. Schools that upload classes and tuition costs to an online Class Schedule in GoArmyEd
can do so within two months of a class start date. If the class you want to take does not
start within the next two months, you must wait before you can enroll in the class.

Check to see that the class you decide to take is still available. Classes may close when
seats have been filled.

o Select the “Other Links” Smart Link on your homepage.

e The Other Links screen appears. Select the Earn a Degree or Credential plus (+)
icon to expand the section to view more links.

e Select the “Class Schedule” link.
e The Class Schedule screen appears. Select the “Class Schedule” link.

e The Search for Classes screen appears.

mmm Add to Favorites Clo=e Windoy

Search for Classes

I=»

You must select courses that satisfy the requirements stipulated on yvour Student Agreement.
If vou have not received a Student Agreement, refer to the degree map for yvour degree

program.
Class Search Description Fields Class Search Examples Clear Search Fields
Term: |A|:|r-_1un 2011 [V]

(Start Date Range)
Select at least 2 search criteria. Click Search to view your search results.
Select your preferred search criteria and click Search. If yvour search does not return any

results, select fewer search criteria. If vou wish to use these search criteria in the future,
zelect Save Search Freferences.

Clas=s Search Criteria

School: | [v]

’—____._ Click here if you wish to tak rom a school not listed.

... e, Click here if v

--\_l_ d.e ree
e
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What do | do if my school is listed in the Class Schedule but a specific class is not

available through GoArmyEd?

2. On the Search for Classes screen, select your chosen school from the drop-down list in the
“School” field to view all classes offered for the term. Next, select the drop-down arrow in
the “Class Registration Status” field to verify class availability, and then select All
(Open/Closed/Future).

m'[mm Home Add to Favorites Close Windo
»

Search for Classes

You must select courses that satisfy the requirements stipulated on vour Student Agreement.
If wou hawe not received a Student Agreement, refer to the degree map for vour degree

program.
Class Search Description Fields Cless Search Examples Clear Search Fields
Term: |Apr-_'|l.|r| 2011 Vl

(Start Date Range)

Select at least 2 search criteria. Click Search to view yvour search results.

Select yvour preferred search criteria and click Search. If vour search does not return any
results, =elect fewer search criteria. If vou wish to use these =earch criteria in the future,
select Save Search Preferences.

Class Search Criteria

Clicke here if vou wish to search for classes in vour degres.

Subject: select 5uhiesﬂ Ii exampla: BIC
Catalog Number: example: 101

GoArmyEd Class Number: example: 1136

Start Date On or Aftar: 1AM DD

End Date On or Before: E 1M/ DC

Class Mode: | [l]
Class Type: _
Instruction Mode: | [l] 0

Course Title: |

Course Leval: |

Subject Group: |

¢ ¢ [

Program Community: |

Class Registration Status: Cpen Only

All {(Open/Closed/Future)
Clasad Only

Open Only

Open/Future (Mot Yet Availab

3. Select the “Search” button on the Search for Classes screen.

SEARGCH |
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What do | do if my school is listed in the Class Schedule but a specific class is not

available through GoArmyEd?
4. Create a GoArmyEd Helpdesk case from your homepage to request that your school add a
missing class to the Class Schedule. Specify the school name, the class title, the class
section number, and the start and end dates of the requested class.

Help Desk Resources

+ View GoArmyEd Introductory Slides

« Launch Quick Start Training
+ View Reference Documents

+ Create 3 Helpdesk Case

» [rack Aelpdes d5els

The school will add the class to the GoArmyEd class schedule, if appropriate. When the
class is added to the Class Schedule, you will be able to enroll through GoArmyEd using
the steps described in this guide.

Key Points to Remember

e The enroliment window is opened two months before a class start date.

e Base your search on your degree map criteria to ensure you select classes that fulfill your
degree requirements.

e If your school is not listed in GoArmyEd, create a helpdesk case with the subject “School
Not in Portal’. Headquarters ACES will determine if the school is accredited and will advise
you appropriately. Soldiers will not be able to request TA at the school until the school sets
up an account in GoArmyEd.

e If you must complete the TA Request form, documentation of the cost of tuition and fees
must be attached to the TA Request in order to submit the form. Valid cost verification WILL
include one or more of the following: an itemized receipt or screenshot from an online
account with the school, a current invoice from the school, or a statement of tuition and fees
specific to your enroliment or account with the school. Tuition and fees must be listed
separately. The course start date and number of credit hours is also required for each
request.

e A quarterly TA Statement of Understanding (TA SOU) must be acknowledged prior to
enrolling in a class. You will not be permitted to use TA until you complete that step.

e You must submit an Annual TA SOU to your Army Education Counselor with your
Commander’s signature. The GoArmyEd portal will prompt you to do that annually.
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