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To help navigate the slides:

Slides 3-13: Creating a CA Request for Training

Slides 14-15: Creating a CA Request for Training Manually

Slides 16-21: Creating a CA Request for Books or Materials

Slides 22-28: Creating a CA Request for Exams

Slide 29- Need Assistance or Counseling?  Schedule your appointment with a CA 

Counselor now!
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Creating a CA Request
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When the Goal has been approved by ACAPO, Soldier can click on 
“Apply For Funding”

Creating a CA Request cont.
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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

Creating a CA Request cont.
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Soldiers must read ALL!! They must understand what they are signing!!

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

Creating a CA Request cont.
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Soldier will select an answer, then click “Next” 

Soldier will type in the Vendor’s name until it appears, then select it from the drop 
down. Select it again for Campus.

Joe’s

Joe’s TrngRus

Creating a CA Request cont.
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Soldier will select start and end date (review policy on this!), then click “Next” 

Creating a CA Request cont.
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To request funding for Training Courses, Soldier will select “Training”

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

Creating a CA Request cont.
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title.

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.  

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)

Creating a CA Request cont.
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Once the Soldier verifies it is the course, click on “Add Training”

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

Creating a CA Request cont.
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If Soldier is adding fees, select the type of fee

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

Creating a CA Request cont.
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When complete, Soldier will click “Submit”

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

number for this case!  

Creating a CA Request cont.
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Creating a CA Request cont.
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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” 

Add any fees, then click “Submit”

Creating a CA Request cont.
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Creating a CA Request cont.
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The Soldier will follow the previous steps until they get to this page, then they will 
select “Add Books and Materials”

Creating a CA Request cont.
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Click the Select button on the 
book/material you wish to 

add to your request

NOTE: You can only select 
one on this screen

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

Creating a CA Request cont.
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They will select either Books or Materials

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

Creating a CA Request cont.
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PMBOK, 6th Ed., ISBN# 1123022FL21V2

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

The Soldier should make sure to add shipping 
fees!!! Failure to do so if there is a fee will 

result in a rejected CA request. 

Once complete, they will click “Submit”

Creating a CA Request cont.
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The Soldier can now click Finished! 

Creating a CA Request cont.
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Creating a CA Request cont.
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The Soldier will follow the previous steps until they get to this page, then they will  
select “ ADD EXAM”

They will then click “SELECT EXAM”

Creating a CA Request cont.
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They will select Location and add cost

They will then click “ADD EXAM”

Creating a CA Request cont.
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The Soldier can add any fees, such as application or membership fees, then click 
“Submit”

Click “FINISHED”

Creating a CA Request cont.
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Any time the Soldier submits a CA request for an Exam, it will remove credits from the 
“Required Credits”.  This will NOT affect their Semester hour limit for TA. Required Credits are 

just the number of Exams for this credential.  

They can continue to submit CA Requests (books/materials) from the same Goal, unless that 
goal is completed. If they needed to submit for another Exam after the current goal is 

completed (Why would they do this? Could be for recertification study materials or CEU/PDU 
refresher requirement), they can submit a new Education Goal.  

Creating a CA Request cont.
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Soldier submitted CA Request- waiting on ACAPO to review: 

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

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

Finance (CABO) creating invoice but not paid yet: 

Status of a Case
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Soldier Messages

Soldiers will receive notifications through their ArmyIgnitED 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! 
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Need Assistance or Counseling? Please go to the Army CA Page within Army COOL:  

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

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

Need Assistance? 

https://www.cool.osd.mil/army/costs_and_funding/index.html?credentialingassistance
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Army Credentialing Assistance Program Page:

       Current as of 1 Jul 23
   

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

ArmyIgnitED: 

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

Q & A

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