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The purpose of this document is to explain the process of identifying, selecting, and applying for
Credentialing Assistance (CA) funding through the CA DECIDE tool.
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INTRODUCTION:

Credentialing Assistance (CA) DECIDE is a decision support tool developed to assist Service
members participating in the Army Continuing Education System (ACES) Texas CA Limited
User Test (LUT). CA DECIDE allows Service members to identify training providers that offer
training courses which prepare them for industry-recognized certifications and licenses. After
choosing from a wide selection of vetted training providers, Service members can begin the CA
funding application process directly from CA DECIDE. This Standard Operating Procedure
outlines the steps to navigate through the tool from selecting a credential through submitting an
application.

Accessing CA DECIDE

Accessing CA DECIDE directly

STEP 1. Navigate to www.cad.gosoced.org

Navigating to CA DECIDE through GoArmyEd

STEP 1: Navigate to your GoArmyEd account via https://www.goarmyed.com/

STEP 2: From your GoArmyEd homepage and select “My Education Record”
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STEP 3: Select the “Helpdesk Cases” tab
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Soldier Fducation Record

v
Fields marked with an * are required.
Basic Information

Name * : Current Home School
SSNJEIN: * TA Funding Status :
User Id User Name

Current Degree Name/CIP : rformance Impr Date of Birth * :

Primary Phone : Servicing Education Center :

Note: To print the Soldier Education Record, select the 'All tab and select the View/Print

Soldier Personnel TA Planning Summary Education Helpdesk Cases | CTS Notes | eFile Test Scores All

Your current tab preference is All

View/Print Soldier Education Record | Email Soldier Education Record

To print the entire Soldier Education Record, expand the CR and CTS Summary at the bottom of the page and then select the View/Print Soldier Education Record button at the lop of the page:
Soldier Personnel

STEP 4: Select the blue “Create New Helpdesk Case” button

te: To print the Soldier Education Record, select the 'All tab and select the ‘View/Print Soldier Education Record button

iwoldier Personnel TA Planning Summary Education Helpdesk Cases CTS Notes | eFile Test Scores | All

] Make this tab your default. Your current tab preference is All

Helpdesk Cases

Display [Cpen v Cases

Current Cases Open
Red asterisk (*) indicates that a case has been retumed for further information. The case should be,
then click Submit Actions Taken.

Select the column heading to sort the cases

Selact the Printer Friendly link to open a new window and print the list of cases.
Select the Bl to show individual case details.

mmediate attention. Click the Add Notes link. On the page that displays, scroll down to the Actions Taken section of the page. Enter your actions in the Enter New A

No Case(s) found.
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Soldiers chaosing to pursue this degree should cansull with the sehoal o view & degree map. Addtionsly, Soldiers wll be required to have their Student Agreement uploaded ta eFile by the end of their sich semester hour taken st their home schaal or the ninth semester hour st any school (whichever comes first)

STEP 5: Select the blue “Helpdesk Resources” button at the bottom of the page
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STEP 6: Select “Create Helpdesk Case” next to the image of a clipboard. When the pop-up
message appears, select “Proceed”

% o ARMY ED Welcome back, TA Eligible Soldier. (Logout)

A ® R

SENSITIVE 1§ FOR OFFICIAL USE ONLY

Case Activity Insiructional Videos and Training Resources

No Open Cases found.

ST e P e e

Dagree Changaschasi Crangs R Vouzot

st

Diagree Ch

ige/Sehaol Crange Request

- GoAEd FAQs
o Tty
61l 50U Submines L

File 50U Submits

i Halpdesk Contact Information,

Education Counsalor for questions relating to your education.
Hone Nurbers

fay: 700 a.m.to 7.0 p.m. Easlern Time.

D Craate Holpdask Case

Case Activity Instructional Videos and Training Resources

Open Cases

o Open Cases found

Case 1D Date Opened Case Subject Case Details

Degres Change/School Change Request

Degres ChangeSchool Change Request
eFile SOU Submitied o114 Please do not

| aiready exsts, Thank yo
efile SOU Submited 102372013

sarmation

- ..

Priase catact your Army Education Counselor for questions relating 10 your education.
R, GoAmyEq Heipdesk Phone Humbers
)

Mardey through Fiday 720 aim. 10700 . Estem Tune

Saurday and Sundary Clo

Foteraebanys i

[7] e tifpasi caze

STEP 7: Navigate to the drop-down menu in the “Case General Information” section and select
“Credentialing Request” as the case type
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Basic Information
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STEP 8: Navigate to CA DECIDE using the link at the bottom of the page.

Selecting a Credential

STEP 1: From www.cad.gosoced.org, select “Get Started”

ARMY COMTINURNG EDUCATION SYSTEM

WOUE  SIRNCIMIVBDS  SITE FOIBGATY

. y. 4 I Pr— I

= . - . e/ s

Jo © T
gt A a [

e working workd l'\
el

g

STEP 2: Browse the list of 31 credentials approved as part of the LUT — information available
includes:

1. A short description of the credential

The national certifying organization that offers the credential

The number of eligible training providers in the CA DECIDE system

The requirements to take the certification exam and receive the official credential
The cost of the exam

The cost of any associated membership fees

o gk wNN
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Applying for Funding

Funding for a Training Program

STEP 1: Once you are ready to proceed with your application for funding, select the button labeled
“Get Funding”. To see eligible providers and apply for a training program, select the button labeled
“Training Funding” in the pop up
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STEP 2: You will then be taken to the list of training providers approved to offer training for the
specific certification or license you selected. Information available in this includes:

e Training Program name

e Training Index Score — a number out of 100 that represents a training provider’s level of
transparency based on their business practices, willingness to accommodate Service
members and effectiveness in delivering training

e Training Program length
e Location of the Training
e Cost of the Training
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STEP 3: Selecting the magnifying glass with the plus sign under “More Info” reveals further details
and benefits included in each course. Selecting the different labels such as “Index Score” and
“Locations” will show addltlonal detalls about the training program.
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STEP 4: The results displayed in the list of evaluated training providers can also be filtered down
based on various criteria, including:

¢ Index Score Minimum

e Cost Maximum

e Modality (classroom training, online training, or self-guided training)
e Location (number of miles away from a specific zip code)

¢ Whether to show Colleges and Universities
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STEP 5: If you cannot find your desired Training Provider in the list of approved providers, select
the button in the bottom right corner labeled “Can’t Find Training Provider?” and fill in the required
information in the pop-up to submit the provider for evaluation by HQ ACES.

ARMY CONTINUING EDUCATION SYSTEM

SDECIDE |,

olajololelolo
£
S L T TR N

4
it L
oy | s
S i ra
Erwag s
] e
= ey T T e R
— [

STEP 6: Once you have explored the available options and decided on a training provider, select
the pencil icon under the “Apply” column to start your application. Note that if you select a college or
university who is a signatory of the Department of Defense (DoD) Memorandum of Understanding
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(MOU), you will be prompted to return to GoArmyEd and apply for funding for the course using
Tuition Assistance (TA).
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STEP 7: If your selected training provider is eligible for funding through the CA program, you will be
prompted to begin the Application for Funding, which begins with a question to designate your
military status.
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STEP 8: Continue by filling in the required personal information

@

STEP 9: Designate a Training Start Date and Training End Date. There is also the opportunity to
include any relevant comments regarding your credentialing objective.

*Note* - Applications must be submitted at least 30 days in advance of the Training Start Date

Credentialing Assistance Request

10
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STEP 10: In the Cost and Billing Itemization section, you can edit any information that needs to be
changed or indicate that a user account is required to make a payment to the training provider.
Additionally, you can add an additional billing item for items such as books or materials that you will
use during the training that must be purchased in addition to the course.
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STEP 11: Notice the Estimated Totals calculated at the bottom of the page. The “Government
Contribution” estimate represents the amount of money that will be paid out of CA funds for the
selected training program and any other billing items. The “Non-Governmental Contribution” is the
amount that you are obligated to cover using personal funds.

*Note* - the contribution totals calculated on this page are estimates that may change and are
subject to government approval

Credentialing Assistance Request

 you wauld
CEM cane.
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STEP 12: The final step to complete in CA DECIDE is to download the application file, which will
export in the form of a Microsoft Excel file. This page of instructions explains the requirements to
finish and submit your application, including:

¢ Creating a GoArmyEd “Credentialing Request” Helpdesk case and attaching the exported
Excel file

e Attaching a signed Statement of Understanding (SOU) as well as any other required
supporting documentation for your selected training program

¢ Having your GoArmyEd account tied to a Home School and Degree Plan

12
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STEP 13: Download the Microsoft Excel file, which will have the name Supplemental Excel for (Last
Name, First Name).xIsx. Check the file for accuracy before proceeding to GoArmyEd and
completing the necessary final steps to submit your Credentialing Request Helpdesk case and
finish your application for Credentialing Assistance.

H - Supplemental Excel for Grant, Ceciliaxisx - Protected View - Excel lackson Viecora

File Home Insert Draw Page Layout Formulas Data Review View New Tab Developer Help Q Tell me what you want to do

@ PrOTECTED VIEW 8e careful—

H51 zan Six Sigma Green Belt {ICGB) =]
A B C D E| F GHEIINKE M NO P Q R STUVVX Y Z AA AACA AT AU AV =
1 Instructions: Version XLO19P {5 Nov 2018} -- previous versions are obsclete
# Fields highlighted in yellow are
2 Ignere fields that are shaded light grey. Ihev are not needed to process your request.
3 # Fill in cost details on the next worksheet (Page_2_Cost_Details)
4 # Cells with significant errors will turn red. Usually this is an incorrectly formed email address, phone number or date.
# You may not combine the cost of the credential with other related costs (books, training classes, etc.) in one CRM case.
: Credentialing Assi e R | Request Status (Select One)
7 Supplemental Information X |litial
9 ALL FIELDS HIGHLIGHTED IN YELLOW ARE REQUIRED | cemection Cancellation
1 Section A - TRAINEE INFORMATION
12 1. Applicant's Name (Last, First, Middle Initial) d
13 Grant, Cecila
14 4. Home Address (Number, Strest, City, State, ZIP Code) [ou must enter 2 phone numbers: Personal (cell or home) and Wer
15 485 Highcrest Drive, Waco, TX 76633 Cell or home 254-335-8487 Domestic or DSN
2 Ex: [123) 456-7890
17 Work 1254) 286-5139 Ex: DSN 312-555-1212
18 7. Organization Mailing Address You must enter 2 email addresses: Personal and Work
19 76151 Tank Battakon Avenue, Fort Hood, TX 76544 | Personal cegranti@gmei. com
21 Work| cgram@mai.mi
23 103 or 4 character MOS i ‘ ;
24 128 :
25
26
nstructions  Main  Page 2 Cest_Details 1
Ready 1] - ' E—

STEP 14: If you have already opened a “Credentialing Request” Helpdesk Case, skip to step 20. If
you have not, navigate to your GoArmyEd homepage and select “My Education Record”

13
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STEP 15: Select the “Helpdesk Cases” tab

‘| GO ARMY ED Welcome back, : TA Eligible Soldier. (Logout
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Soldier Fducation Record

v
Fields marked with an * are required.
Basic Information

Name * : Current Home School
SSNJEIN: * TA Funding Status :
User Id User Name

Current Degree Name/CIP : rformance Impr Date of Birth * :

Primary Phone : Servicing Education Center :

Note: To print the Soldier Education Record, select the 'All tab and select the View/Print

Soldier Personnel TA Planning Summary Education Helpdesk Cases | CTS Notes | eFile Test Scores All

Your current tab preference is All

View/Print Soldier Education Record | Email Soldier Education Record

To print the entire Soldier Education Record, expand the CR and CTS Summary at the bottom of the page and then select the View/Print Soldier Education Record button at the lop of the page:
Soldier Personnel

STEP 16: Select the blue “Create New Helpdesk Case” button

te: To print the Soldier Education Record, select the 'All tab and select the ‘View/Print Soldier Education Record button

iwoldier Personnel TA Planning Summary Education Helpdesk Cases CTS Notes | eFile Test Scores | All

] Make this tab your default. Your current tab preference is All

Helpdesk Cases

Display [Cpen v Cases

Current Cases Open
Red asterisk (*) indicates that a case has been retumed for further information. The case should be,
then click Submit Actions Taken.

Select the column heading to sort the cases

Selact the Printer Friendly link to open a new window and print the list of cases.
Select the Bl to show individual case details.

mmediate attention. Click the Add Notes link. On the page that displays, scroll down to the Actions Taken section of the page. Enter your actions in the Enter New A

No Case(s) found.

Have a new question for the GoArmyEd Helpdesk? JWENEITERTEMINTSTY U

sta displayed in these fields sre sourced from the Army's Personnel System. Det is refreshed on a rautine bess. Ifthe Scidier bebeves the dats is inaccurste. the Soldier must request an updte to ther persennel record: Active Regular Army cantect Personnel Adminisirstion Center (PACYS1/BCT fo updele eMILFO U, 5
sinistrston/S1 to update RLAS Gusrd Sokdiers centsct State Unit Adminis ste FSB to updste SIDPERS

Soldiers chaosing to pursue this degree should cansull with the sehoal o view & degree map. Addtionsly, Soldiers wll be required to have their Student Agreement uploaded ta eFile by the end of their sich semester hour taken st their home schaal or the ninth semester hour st any school (whichever comes first)

STEP 17: Select the blue “Helpdesk Resources” button at the bottom of the page

14
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STEP 18: Select “Create Helpdesk Case” next to the image of a clipboard. When the pop-up
message appears, select “Proceed”
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STEP 19: Navigate to the drop-down menu in the “Case General Information” section and select
“Credentialing Request” as the case type

15
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View a list of reference documents to assist you with performing transactions using GoAmyEd
Basic Information

Name *:
SSMIEIN: *

User Id

Case General Information Bi

“*Please select your Case Type:

Detailed Description of the Pr

“Subject

cho aint
chool Not Listed in GoArmyEd

S

S

School Support (Questions)
T ver
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K

STEP 20: Attach all required documents to your Helpdesk Case, including the Microsoft Excel
application file that you downloaded from CA DECIDE, a signed Statement of Understanding
(SOU), and any additional documentation that may be required for your credential

Case General Information

*“'Please select your Case Type: Credentialing Request M

Case Type Description | Relm:n(eDtxumeml HebTipsl Instructional Video ‘

Use this case type for questions about the Credential Request. For support with general questions about using Ed functions or navigating GoArmy /A NA
please use the “Training/Using GoArmyEd" case type. = !
Use this case type for questions abeut the Credential Request. For support with general questions about using GoArmyEd functions or navigating GoAmyEd 5] A A
please use the “Training/Using GoArmyEd" case type. ) "
Use this case type for questions about the Credential Request, For support with 1 questions about us 44 functions or navigat y [ - -
please use the “Training/Using GoArmyEd" case type. . !

Detailed Description of the Problem:

*Subject

*Description U:

STEP 21: Once you add a Subject and Description to the Helpdesk Case, select “Submit” at the
bottom of the page and your application is officially submitted and routed to an Army Education

Counselor for review and approval. You will be notified by HQ ACES with the outcome of your
application and instructions on how to proceed.

*Note* - Current CA policy requires recipients to report the outcome of their training program within
30 days of completion
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EDECIDE

Standard Operating Procedure (SOP)

ur Case Type: | Credentialing Request v

Reference Document | Help Tips | Instructional Video
oting GoArmyEd, = j m -
gating GoAmyEd = j WA wa

or ravigating GoArmyEd, = j .

Detailed Description of the Problem:

“Subject: [Credential Request

Please attach any relevant file here 0. Browse,

*Description U 51 Characters
Flease process my Credentialing Assistance Request

Funding for an Exam or Membership Fee

STEP 1: Once you are ready to proceed with your application for funding, select the button labeled
“Get Funding”. To apply for funds to cover a certification exam or required membership fee, select
the button labeled “Exam/Membership Fee” in the pop up
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STEP 2: You will be taken directly to the Application for Funding, which begins with a question to
designate your military status.
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SDECIDE

Standard Operating Procedure (SOP)

CALUT Cortifications.
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Credentialing Assistance Request
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STEP 4. Designate the date that you plan to take the certification exam. There is also the
opportunity to include any relevant comments regarding your credentialing objective.

*Note* - Applications must be submitted at least 30 days in advance of the Exam Date
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SDECIDE

Standard Operating Procedure (SOP)

Credentialing Assistance Request

STEP 5: In the Cost and Billing Itemization section, you can edit any information that needs to be
changed or indicate that a user account is required to make a payment to the Exam provider.
Additionally, you can add an additional billing item for items such an application fee or membership
fee required by the National Certifying Organization before you can be granted the credential.

Credentialing Assistance Request

©
[
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0 o

[

E E\
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EDECIDE

Standard Operating Procedure (SOP)

Add new Billing fem

[ e
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@ Govemmessal Comtrbution S19800  NoaGoven
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Add new Billing Item

STEP 6: Notice the Estimated Totals calculated at the bottom of the page. The “Government
Contribution” estimate represents the amount of money that will be paid out of CA funds for the
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SDECIDE

Standard Operating Procedure (SOP)

selected Exam fee and any other billing items. The “Non-Governmental Contribution” is the amount
that you are obligated to cover using personal funds.

*Note* - the contribution totals calculated on this page are estimates that may change and are
subject to government approval

g =] - ARMY CONTINUING EDUCATION SYSTEN
DECIDE et e

Credentialing Assistance Request

s
]

(B

STEP 7: The final step to complete in CA DECIDE is to download the application file, which will

export in the form of a Microsoft Excel file. This page of instructions explains the requirements to
finish and submit your application, including:

¢ Creating a GoArmyEd “Credentialing Request” Helpdesk case and attaching the exported
Excel file

e Attaching a signed Statement of Understanding (SOU) as well as any other required
supporting documentation for your selected training program

¢ Having your GoArmyEd account tied to a Home School and Degree Plan

AY CONTINUING EDUCATION SYSTEM

]

Credentialing Assistance Request

wch Dowmioad File

STEP 8: Download the Microsoft Excel file, which will have the name “Supplemental Excel for (Last
Name, First Name).xlsx". Check the file for accuracy before proceeding to GoArmyEd and
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Standard Operating Procedure (SOP)

completing the necessary final steps to submit your Credentialing Request Helpdesk case and
finish your application for Credentialing Assistance.

H - Supplemental Excel for Meyer, Markodsx - Protected View - Excel
Home Insert Draw Page Layout Fomulas Data Hoview View Mew Tab Developer Help 7 Tell me what you want to do
) PROTECTED VIEW Be careful—files from the Intemet can contain viruses. Unless you need to edit,it's safer to stay in Protected View.  Enable Editing x
H51 - fx Certified Lean Six Sigma Green Belt (ICGB) b
A B C D E F CH | J K L M N O P Q R STUVVX Y Z| AA AACA AT AU AV =
1 Instructions: Version XLO19P (5 Nov 2018) - previous versions are obsolete
# Fields highlighted in yellow are mandatory.
2 Ignore fields that are shaded light grey. They are not needed to process your request,
# Fillin cost details on the next worksheet (Page_2_Cost_Details)
4 # Cells with significant errors will turn red. Usually this is an incorrectly formed email address, phone number or date.
* You may not combine the cost of the credential with other related costs |books, training classes, etc.) in one CRM case.
5
5 Cred. FT Aeccict R + A. Agency, code agency subslems Request Stabus {Select One)
7 Supplemental Information and submitting e X [initias
9 ALL FIELDS HIGHUGHTED IN YELLOW ARE REQUIRED Comection Cancellaion
11 Section A - TRAINEE INFORMATION
12 1. Applicant's Name (Last, First, Middle Initis]) 2 Yy 1t iderification K te of 1
13 Meyer, Mark
14 4. Home Address (Number, Street, City, State, ZIP Code) ou must enter 2 phone numbers: Personal (cell or home) and Wor
15 3340 Cedar Ridge Drive, Austin, TX 73301 Cell or hame 512.232.273% Domestic or DSN
= e Ex: (123) 456-7890
17 Work (912) 458-4058 Ex: DSN 312-555-1212
18 7 Organization Mailing Address You must enter 2 email addresses: Personal and Work
19 4601 Fairview Dr & 1, Austn, TX 7873 Parsonal mark. meyerfiyahoo.com
a1 Work mmeyen@mai mi
23 10. 3 or & character MOS
24 5
25
0 -
Instructions  Main = Page_2_Cost_Details “ !
reay T - ' +

STEP 9: If you have already opened a “Credentialing Request” Helpdesk Case, skip to step 15. If
you have not, navigate to your GoArmyEd homepage and select “My Education Record”

*| Go ARMY ED
G Welcome back, TA Eligible Soldier. (Lo

SENSITIVE /1 FOR OFFICIAL USE ONLY

]

the Ay ... Select “More Infu” link beiow

More info.
I ——

Maving lasues ingsing in whth your Commen Access Cart (CACY
TA REQUEST TIMELINE BOLICT
vim
‘CoArmyEe Robvass Dawntime 21 Fobaory 201, Thrsdor, 1 560051, 50051, Easorm T -
Wy Smarttinks Bt St e ‘GoAmmyEd Scheduted Mantenance - 15 February 2013, 12pm ta Gprm ET “
= v

Selact the image to view th case detalls
c

-aining Resources

2 n + Panding Surveys v/ Cs
Display [Open + Pending Surveys /| Cases - View GoAmyEd Introductery Slides

- Yiaw Rofergnce Doaymenrs

STEP 10: Select the “Helpdesk Cases” tab
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*| Go ARMY ED Welcome back, : TA Eligible Soldier. (Logout)
L Last Login: 2/62019 1:14:13 PM

Fields marked with an * are required.
Basic Information

Name * Current Home School
SSNEIN: * TA Funding Status :

Uses User Name

Current Degree Name/CIP : rformance Impr Date of Birth * :

Primary Phone : Servicing Education Center :

Note: To print the Soldier Education Record, select the 'All tab and select the View/Print ucation Record button.

Soldier Personnel TA Planning Summary Education Helpdesk Cases | CTS Notes | eFile Test Scores All

Your current tab preference is All

View/Print Soldier Education Record | Email Soldier Education Record

To print the entire Soldier Education Record, expand the CRM and CTS Summary at the bottom of the page and then select the “View/Print Soidier Education Record button at the top of the page:
Soldier Personnel

STEP 11: Select the blue “Create New Helpdesk Case” button

te: To print the Soldier Education Record, select the 'All tab and select the ‘View/Print Soldier Education Record button

iwoldier Personnel TA Planning Summary Education Helpdesk Cases CTS Notes eFile Test Scores || All

] Make this tab your default. Your current tab preference is All

Helpdesk Cases

Display [Cpen  v/| Cases

Current Cases Open

Red asterisk (") indicates that a case has been retumed for further information. The case should be
then click Submit Actions Taken.

Select the column heading to sort the cases

Select the Printer Friendly link to open a new window and print the list of cases.
Select the Bl to sh

mmediate attention. Click the Add Notes link. On the page that displays, scroll down to the Actions Taken section of the page. Enter your actions in the Enter New A

ndiividual case details.

No Case(s) found.

Have a new question for the GoArmyEd Helpdesk? m i ]

sta displayed in these fields sre sourced from the Army's Personnel System. Det is refreshed on a rautine besis. Ifhe Scider believes the dats is insocurste. the Soldier must request an updte to their personnel record: Active Regular Army cantect Personnel Adminisirstion Canter (PACY
sinistrston/S1 to update RLAS Gusrd Sokdiers centsct State Unit Admiistrston/State PSB to updste SIDPERS

BCT to update MILFO U. 5

idiers choosing to pursue this degree should cansull with the sehoal o view & degree map. Addtionsly, Soldiers wll be required to have their Student Agreement uploaded ta eFile by the end of their sich semester hour taken st their home schaal or the ninth semester hour st any school (whichever comes first)

STEP 12: Select the blue “Helpdesk Resources” button at the bottom of the page

o Tomes
Sy Ky N7 view topics of common frequently asked questions
— All Catagonies — =
ETEy ot
Latest Topics Date updatea
Soidier - Wiy am | on a Miltary Withdraval Limil held and how do | remeve it? Jan 28, 2019
Soldier - Wiy am | on a Ten-year Service Elgibility hold and how can | remave it? Dec 20, 2018
Soidier - Why am | on a One-year Service Eligibilily hold and how do | remove 117 Dec 20, 2018
Topics How do | my Servich ion Center i S0An n 1?7 Dec 20, 2018
Soidier Dec 20, 2018
remove it?
SoAmMYEd Assistance Popular Topics Views
center
Soidier - How do | change my home school or degree plan? 24343
Qugier - How go | enrol n a ciass In z a0462
Soidier - How do | upioad a Student fficial Degree Plan in Course Planner? 30673
Soidier - Wiy am | on a Hoid and how do | remove it? 25853
Soldier - How do | print an approved TA Request Form? 23071
Top Rated Topics Rating

oidier - How do | print my Student Record?

Soldiers- Wh am not pursuing a degree in GoArMYE, but | wish to take a
course for an Army Medical Program (AMEDD. IPAP)Y?
Somller - How g0 | view my grades?

Civilian/DA Intern - How de | upload a document in eFile?
Soldier - Whal happens after | complete VIA?

d help? Visit the GoArmyEd Help

page 10 cn

STEP 13: Select “Create Helpdesk Case” next to the image of a clipboard. When the pop-up
message appears, select “Proceed”
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Standard Operating Procedure (SOP)

*| GO ARMY ED [ ——— TA Eligible Soldier. {Logout)
SENSITIVE i FOR OFFICIAL USE ONLY

Case Activity Insiructional Videos and Training Resources

Gpen cazer

t e

[ o Caes Diher 1 iining and Relerence Guides

PR ey oo P

- GoAmyEd Aasistance Ganter
~ Launch Packe Reference Guide.
- GoAnmEd FAQs

eFile 50U Submitied 10701 Halpdesk Contact Information,

Please contact Education Counsslor for questions relating to your education.
R GoAmyEd Hy Hone Nurbers

Manday oy 00 .. 17:00p.m. Enser T
Saturday kiay. Claso
ederal tosed

D Craate Holpdask Case

SENSITIVE /7 FOR OFFICIAL USE ONLY

Case Activity Instructional Videos and Training Resources

Open Cases

o Open Cases found

Clazed Casee

Case 1D Date Opened Case Subject Last Updated

Schaol Change Request o107

o0l Change Request

eFile SOU Subrmitied

efile SOU Submited 02372013 somation

- ..

Piease contact your Army Education Counselor for questions relating to your education.
R, GoAmyEq Heipdesk Phone Humbers
)

Mardey through Fiday 720 aim. 10700 . Estem Tune

‘Saturday and Suncley

Foteraebanys i

[7] e tifpasi caze

STEP 14: Navigate to the drop-down menu in the “Case General Information” section and select
“Credentialing Request” as the case type

View a list of reference documents 1o assist you with performing transactions using GoArmyEd
Basic Information
Name = Current Home School
SSHEIN: TA Funding Status
User 1d of User Name
Current Degree Name/CIP 1) Date of Birth *
Primary Phone 9 Servicing Education Center

Fields marked with an * are required
Case User Contact Information

“Are you currently OCONUS?: Yes O No

m School
Class Net Listed in GoArmyEd Class Schedule
“Please select your Case Type: [Class Rejection

Counsaling Raquest

(Course Enrollment Override

(Course Planner Questions

Credentialing Request

Enrolling in a Class
Detailed Deseription of the Pr|Grade

Graduation
*Subject Hold Questions

Military Education Transcript
Military Withdrawal (WM) Questions
Please atiach any relevant file i Other
[Recoupment
[Requesting Tuition Assistance
[School Complaint
School Not Listed in GoArmyEd
[School Support (Questions)
TA GPA Hold Waiver

ical Issue

acting at Education Centor
ining/Using GoArmyEd
Vi tecse

Case General Information—|Bi

“Description &

STEP 15: Attach all required documents to your Helpdesk Case, including the Microsoft Excel
application file that you downloaded from CA DECIDE, a signed Statement of Understanding
(SOU), and any additional documentation that may be required for your credential
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Standard Operating Procedure (SOP)

Case General Information

“Please select your Case Type: [Credentialing Request %

Case Type Description

Reference Dmumeml Help T\psl Instructional Video ‘

Use this case type for questions abeut the Credential Reguest. For support with g questions about using Ed functions or navigati 0 g NA WA
please use the “Training/Using GoArmyEd” case type.

Use this case type for questions about the Credential Request. For support with general questions about using GoArmyEd functions or navigating GoAmy! | NA WA
please use the Train f\g'UswngoﬁlmEd case type. -
Use this case type for questions about the Credential Request. For support with | questicns about us: yEd funcions or navigat y H A -
please use the “Training/Using GoArmyEd" case type. :

Detailed Description of the Problem:

*Subject

Please attach any relevant fle here U': Browse. _

*Description U';

STEP 16: Once you add a Subject and Description to the Helpdesk Case, select “Submit” at the
bottom of the page and your application is officially submitted and routed to an Army Education

Counselor for review and approval. You will be notified by HQ ACES with the outcome of your
application and instructions on how to proceed.

*Note* - Current CA policy requires recipients to report the outcome of their training program within
30 days of completion

*Please select your Case Type: [ Credentialing Request v

Reference Document | Help Tips | Instructional Video
u:;‘: c(;::;;;\ Request. For support with general questions about using GoArmyEd functions or navigating GoArmyEd, @j WA WA
ntial Request. For support with general questions about using functions or navigating GoAmyEd, | @j WA A
type
Credential Request. For support with general questions about using GoAmyEd functions or navigating GoArmyEd, | gj oo .
asse type.

Please atiach any relevant file here 0. Browse

*Description O 51 Characters

Funding for Books and/or Materials Only

STEP 1: Once you are ready to proceed with your application for funding, select the button labeled
“Get Funding”. To apply for funds to cover the books and/or materials needed to prepare for a
certification exam, select the button labeled “Books/Materials” in the pop up
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S DECIDE

Standard Operating Procedure (SOP)

CA LUT Certifications

Use the filter and sort header options below 1o nam i that in the Army
i %

z = GET FUNDING X

ACSM Certifad Personal |
59900
O] Trainer (CFT) | 5
Asgociate Electionics
@' 1ectnician (cema | 540.00
® Associate Prolessional in | S
Muman Aesources (aFHRY |
Autemative Service | .
Conguisan: 1 : Exam / Membershin Fee /s
AWS Cenified Sodnicns L3
@ i M Wik

architect - Azsacinte
Certfied Associate in

@ Project Management : Bocles | Materials Only $126.00
(CAPM)

@ Ceetified Billing and i

Coding Specialist (CBCS) B
Cmptian | ot | AMNE sm
@ S ¢ AMNE som W
ol < | BMNE smeo swon

STEP 2: You will be taken directly to the Application for Funding, which begins with a question to
designate your military status.

CA LUT Certifications

Uy the finer amersty

"

ACSM Condod Personsl Anwrcan Cotege of 4 P
@ et Saer Mecicon & AMHE . $HAR #9900 m
Credentialing Assistance Request E4

Tirwen Tlatt (ICCH) ! utSw.’ﬂr;I&ﬂl'\cW . AMNE 8600 TNin “
O IIEY  mEmmE . aw we w  ([EED
:'::rfﬂewdlw :ﬂcﬂf:fﬁlf 1 AMNF  $3s000 SmoD0 m

ape 10 ™ e T

STEP 3: Continue by filling in the required personal information
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Standard Operating Procedure (SOP)

STEP 4: Designate the date that you plan to take the certification exam. There is also the
opportunity to include any relevant comments regarding your credentialing objective.

*Note* - Applications must be submitted at least 30 days in advance of the Exam Date

ARMY CONTINL

DECIDE

CA LUT Contifications.

Credentialing Assistance Request

STEP 5: In the Cost and Billing Itemization section, must add a Billing Item for each book and/or
material for which you are requesting funding. For each Item, designate whether it is a Book or a

Material and fill in the required information. Once you select “Ok”, the Billing Item you submitted will
automatically appear in the list.
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Standard Operating Procedure (SOP)

Credentialing Assistance Request

°© 000

) ot et Bt iz

Cant B fowna
Pleass add al seasd croe Cost ard Bilieg Bem

Add new Billing item

@ ot st Ditog marmation

Com and Rtieg e
Plense wad w1 |mast one Coet ans Bl mem

Estirmated Totuds [Busject 1a Goverment Apssreal)
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SDECIDE

Standard Operating Procedure (SOP)

STEP 6: Notice the Estimated Totals calculated at the bottom of the page. The “Government
Contribution” estimate represents the amount of money that will be paid out of CA funds for the
submitted Books and Materials. The “Non-Governmental Contribution” is the amount that you are
obligated to cover using personal funds.

*Note* - the contribution totals calculated on this page are estimates that may change and are
subject to government approval

¥ CONTINUING EDUCATION SYSTEM

s 0
=
B3

o
STEP 7: The final step to complete in CA DECIDE is to download the application file, which will

export in the form of a Microsoft Excel file. This page of instructions explains the requirements to
finish and submit your application, including:

¢ Creating a GoArmyEd “Credentialing Request” Helpdesk case and attaching the exported
Excel file

e Attaching a signed Statement of Understanding (SOU) as well as any other required
supporting documentation for your selected training program

e Having your GoArmyEd account tied to a Home School and Degree Plan
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Standard Operating Procedure (SOP)

Supporting Decements

STEP 8: Download the Microsoft Excel file, which will have the name “Supplemental Excel for (Last
Name, First Name).xlsx”. Check the file for accuracy before proceeding to GoArmyEd and
completing the necessary final steps to submit your Credentialing Request Helpdesk case and
finish your appllcatlon for Credentialing Assistance.

Supplemental Excel for Reyes, Inezddsx - Protected View - Excel Jackson Viccora

Page Layout Formulas Data Review View New Tab lopar Help ) Tell me what you want to de

0 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protec nak 1 »
H51 - fr Certified Lean Six Sigma Green Belt (ICGB) b
A B C D E| F CH | JIK L M NO P Q R STUVVYX Y Z AA PACA AT AU AV =
1 Instructions: Versian XLO19P (5 Now 2018) -- previous versions are obsolete
#* Fields highl {in yellow are | V.
2 Ignore fields that are shaded light grey. They are not needed to process your request.
# Fillin cost details on the next worksheet (Page_2_Cost_Details)
4 #+ Cells with significant errors will turn red. Usually this is an incorrectly formed email address, phone number or date.
#+ You may not combine the cost of the credential with other related costs {books, training classes, etc.) in one CRM case,
5
6 Credentialing Assistance Request A ¥ ¥ 1 Recuest Status (Select One)
7 Supplemental Information d f X |l
9 ALL FIELDS HIGHLIGHTED IN YELLOW ARE REQUIRED Comection Canceliation
v
11 Section A - TRAINEE INFORMATION
12 1. Applicant's Name (Laat, First, Midole Initial) | o
13 Reyes, Inez | |
14 4. Home Address (Number, Street, City, State, I Code) [ou must enter 2 phone numbers: Personal (cell or home) and Wor
15 206 Nelson Avenue, Dalas, TX 75001 Call or home (433) 203-9548 Damestic or DSN
= — _ Ex: [123) 456-7850
17 Werk (847) 300-2632 Ex: DSN 312.555-1212
18 7. Organization Mailing Address You must enter 2 email addresses: Personal and Work
19 101 Second Streat, Kilean, TX TG54 Parsonal nezrey@gmai. com
21 Work ireyes@mail mi
23 103 or 4 character MOS
24 BEN
25
o
Instructions | Main  Page_2_Cost_Details i "
Reacy 1) . ] * 2

STEP 9: If you have already opened a “Credentialing Request” Helpdesk Case, skip to step 15. If
you have not, navigate to your GoArmyEd homepage and select “My Education Record”
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Standard Operating Procedure (SOP)

——— TA Eligible Soidier. {Logou

SENSITIVE /1 FOR OFFICIAL USE ONLY

Dagras Progress
Mastes of Science in Performance:
Improvement (MS-Pi)

ke yourse more amployotie whe o aasalon ot ofthe Ay . Select Mt Ik Lelow
0 morel
.' 3 More info.

=
T

aving taaues logging in with your Comman Access Card (CACH ~

View,,

TA REQUEST TIMELINE POLICY

i
oty Roteno Devrims 31 ey 510 Turio, o S0, D8.n, Est T

My Smart Links [Edit] (GoAMMIYEQ Scheduled Maintenance - 16 February 2019, 12pm ta Gpm ET

You may rt Links. Select the "Egiit” Smart Links. — — apem o e Miow,,

Selact the image to view th case detalls
c

-aining Resources

Display [Open + Pending Surveys /] Cases

- Miew GoAmyEd Introductory Sides
aunch Ouick Star Training

STEP 10: Select the “Helpdesk Cases” tab

‘| GO ARMY ED Welcome back, : TA Eligible Soldier. (Logout

Last Login: 2162019 1:14:13 PN

Soldier Fducation Record

v
Fields marked with an * are required.
Basic Information

Name * : Current Home School
SSNJEIN: * TA Funding Status :
User Id User Name

Current Degree Name/CIP : rformance Impr Date of Birth * :

Primary Phone : Servicing Education Center :

Note: To print the Soldier Education Record, select the 'All tab and select the View/Print

Soldier Personnel TA Planning Summary Education Helpdesk Cases | CTS Notes | eFile Test Scores All

Your current tab preference is All

View/Print Soldier Education Record | Email Soldier Education Record

To print the entire Soldier Education Record, expand the CR and CTS Summary at the bottom of the page and then select the View/Print Soldier Education Record button at the lop of the page:
Soldier Personnel

STEP 11: Select the blue “Create New Helpdesk Case” button

te: To print the Soldier Education Record, select the 'All tab and select the ‘View/Print Soldier Education Record button

iwoldier Personnel TA Planning Summary Education Helpdesk Cases CTS Notes | eFile Test Scores | All

] Make this tab your default. Your current tab preference is All

Helpdesk Cases

Display [Cpen v Cases

Current Cases Open
Red asterisk (*) indicates that a case has been retumed for further information. The case should be,
then click Submit Actions Taken.

Select the column heading to sort the cases

Selact the Printer Friendly link to open a new window and print the list of cases.
Select the Bl to show individual case details.

mmediate attention. Click the Add Notes link. On the page that displays, scroll down to the Actions Taken section of the page. Enter your actions in the Enter New A

No Case(s) found.

Have a new question for the GoArmyEd Helpdesk? JWENEITERTEMINTSTY U

sta displayed in these fields sre sourced from the Army's Personnel System. Det is refreshed on a rautine bess. Ifthe Scidier bebeves the dats is inaccurste. the Soldier must request an updte to ther persennel record: Active Regular Army cantect Personnel Adminisirstion Center (PACYS1/BCT fo updele eMILFO U, 5
sinistrston/S1 to update RLAS Gusrd Sokdiers centsct State Unit Adminis ste FSB to updste SIDPERS

Soldiers chaosing to pursue this degree should cansull with the sehoal o view & degree map. Addtionsly, Soldiers wll be required to have their Student Agreement uploaded ta eFile by the end of their sich semester hour taken st their home schaal or the ninth semester hour st any school (whichever comes first)

STEP 12: Select the blue “Helpdesk Resources” button at the bottom of the page
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o
o2 by Kigarord A\ view topies or common requenty askea questions

— Al Calagaries

Advanced Seach
= Latest Topics Date updatea

Soldier - Wity am | on a Military Withdrawal Limit noid and how do | (emoye 2 Jan 28, 2019
Soigier - Wiy am | on 2 Ten. rvice: ENQIDIItY hold and how can | remove: it? Dec 20, 2018
Soldier - Wy am | on & One-year Service ENigibility noid and how o | remove it2 Dec 20, 2018
Topics How do | update my Servicing Education Center in my Student Record? Dec 20, 2018
Soldier - Wy am | on an Expiration of Time of Service (ETS) Date Passed hold and how do | Dec 20, 2018
remave itz
GoArmyEd Assistance Popular Toples Views
Center
Soidier - How do | change my home School of degree plan? 24343
igler - How go | enroll in a class in 2 a0462
Soldier - How do | upload a Student fficial Dearee Plan in Course Planner? 30673
Soidier - Wiy am | on 2 Hoid and how do | [eMove it? 25853
dler - How 0o | orint an approved TA Request Form? 23071
Top Rated Topics Rating

Soldier - How do | urm my Student Hﬁ(nld'

1 am not ree in GoAmyEd
1y MLm\.a\F‘mgml {AMEDD IPAP)?

Sol What if
course for an Ar

Cwlian/DA Infern - How do | upload a document in efile?
Soldier - What happens after | complete VIA?

still

p? Visit the GoArmyEd Halpe

STEP 13: Select “Create Helpdesk Case” next to the image of a clipboard. When the pop-up
message appears, select “Proceed”

% o ARMY ED Welcome back, TA Eligible Soldier. (Logout)

A ® R

SENSITIVE 1§ FOR OFFICIAL USE ONLY

Case Activity Insiructional Videos and Training Resources

No Open Cases found.

ST e P e e

Dagree Changaschasi Crangs R Vouzot

st

Diagree Ch

ige/Sehaol Crange Request

- GoAEd FAQs
o Tty
61l 50U Submines L

File 50U Submits

i Halpdesk Contact Information,

Education Counsalor for questions relating to your education.
Hone Nurbers

fay: 700 a.m.to 7.0 p.m. Easlern Time.

D Craate Holpdask Case

Case Activity Instructional Videos and Training Resources

Open Cases

o Open Cases found

Case 1D Date Opened Case Subject Case Details

Degres Change/School Change Request

Degres ChangeSchool Change Request
eFile SOU Submitied o114 Please do not

| aiready exsts, Thank yo
efile SOU Submited 102372013

sarmation

- ..

Priase catact your Army Education Counselor for questions relating 10 your education.
R, GoAmyEq Heipdesk Phone Humbers
)

Mardey through Fiday 720 aim. 10700 . Estem Tune

Saurday and Sundary Clo

Foteraebanys i

[7] e tifpasi caze

STEP 14: Navigate to the drop-down menu in the “Case General Information” section and select
“Credentialing Request” as the case type
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Standard Operating Procedure (SOP)

View a list of reference documents to assist you with performing transactions using GoAmyEd
Basic Information

Name *:
SSMIEIN: *

User Id

Case General Information Bi

“*Please select your Case Type:

Detailed Description of the Pr

“Subject

cho aint
chool Not Listed in GoArmyEd

S

S

School Support (Questions)
T ver

T

K

STEP 15: Attach all required documents to your Helpdesk Case, including the Microsoft Excel
application file that you downloaded from CA DECIDE, a signed Statement of Understanding
(SOU), and any additional documentation that may be required for your credential

Case General Information

*“'Please select your Case Type: Credentialing Request M

Case Type Description | Relm:n(eDtxumeml HebTipsl Instructional Video ‘

Use this case type for questions about the Credential Request. For support with general questions about using Ed functions or navigating GoArmy /A NA
please use the “Training/Using GoArmyEd" case type. = !
Use this case type for questions abeut the Credential Request. For support with general questions about using GoArmyEd functions or navigating GoAmyEd 5] A A
please use the “Training/Using GoArmyEd" case type. ) "
Use this case type for questions about the Credential Request, For support with 1 questions about us 44 functions or navigat y [ - -
please use the “Training/Using GoArmyEd" case type. . !

Detailed Description of the Problem:

*Subject

*Description U:

STEP 16: Once you add a Subject and Description to the Helpdesk Case, select “Submit” at the
bottom of the page and your application is officially submitted and routed to an Army Education

Counselor for review and approval. You will be notified by HQ ACES with the outcome of your
application and instructions on how to proceed.

*Note* - Current CA policy requires recipients to report the outcome of their training program within
30 days of completion
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Standard Operating Procedure (SOP)

Credentialing Request

**Please selact your Case Ty

Case Type Description

Ed functions or navigating GoArmyEd,

ns about the Credential Request. For suppert with general questions about using GoArn

Use this case type for o
please use the “Training/Using GoArmyEd™ case type.
Use this case type for questions about the Credentisl Request. For support with general questions about using GoAmyEd functions or navigating GoArmyEd,

please use the “Training/Using GoArmyEd" case type.
Use this case type for questions about the Credential Request. For support with general questians about using GoAmmyEd functions or navigating GoArmyEd

please use the “Training/Using GaArmyEd" case type.

Detailed Description of the Problem:
“Subject: [Credential Request

Please attach any relevant file here 0. Browse,

Description &
B

5= proc aling Assistance Request

Reference Document | Help Tips | Instructional Video
@J N/A A
@) | ow | ow
Igj N/A NA

34



	INTRODUCTION:
	Accessing CA DECIDE
	Accessing CA DECIDE directly
	Navigating to CA DECIDE through GoArmyEd

	Selecting a Credential
	Applying for Funding
	Funding for a Training Program
	Funding for an Exam or Membership Fee
	Funding for Books and/or Materials Only


