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How to Ask a Question During Webinar

Welcome to the GoArmyEd Non-LOI School 

Training Webinar
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This webinar will be recorded. The recording will be sent to schools soon after the call and will also be available 
in the GoArmyEd Message Center and the GoArmyEd School Support Knowledge Base.

There will be time for questions after the presentations.

To ask a question:
Select the Chat icon in the bottom of your WebEx screen to access the 
Chat panel. 

Type your question in the Chat box 
and select the “Send” button.
Please remember to send the Chat 
to Everyone.
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Agenda

➢ Welcome & Introductions
➢ Glossary of Terms

➢ Overview of GoArmyEd Homepage

➢ Get Help

➢ Point of Contact (POC) Management
➢ School User Roles

➢ Add/Activate/Deactivate School Users

➢ Designating a New POC

➢ Designating Alternate POCs

➢ School Profile Setup

➢ Invoicing Process
➢ Disputing a Line Item

➢ Rejecting a Class that has Not Reached 19% Complete

➢ Removing a Class from an Invoice

➢ Rejecting a Class that has Reached 19% Complete

➢ Refunding/Rejecting a Class after It has been Invoiced

➢ Protecting PII/FERPA

➢ Questions
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Welcome & Introductions

GoArmyEd School Support Team

❖ Stephanie Kahne, GoArmyEd School Support Lead

❖ Patricia Taylor, GoArmyEd School Support Liaison

❖ Su-Mei Hedges, GoArmyEd School Support Liaison

❖ Susan Wolozyn, GoArmyEd School Support Liaison

❖ Tania Betancourt-Urquiaga, GoArmyEd School Support Liaison

❖ Anna Catelli, GoArmyEd School Support Project Manager
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Webpage: https://www.goarmyedschoolsupport.org/

Contact Phone number: 1-800-892-7205 

https://www.goarmyedschoolsupport.org/


Definition of a Non-LOI School

• Signed Memorandum of Understanding (MOU) with DoD

• Adhere to GoArmyEd Policies in acceptance of Tuition Assistance

• Has at least one Soldier using Tuition Assistance (TA)

• Quarterly Invoicing unless high enrollment and HQ ACES approved for 
Monthly
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How Can GoArmyEd School Support 
Help?
• Assistance with adding new school users or POC change

• Invoicing Concerns

• Cost Verification Requirements

• Posting Grades

• Course Planner Assistance

• General Questions

• Opening a CRM case

• Any questions on the use of GoArmyEd

• Glossary of Terms-
http://kb.globalknowledgebase.com/23351/article/99811/where-can-i-find-
the-school-glossary-of-terms-and-acronyms-for-goarmyed
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GoArmyEd Homepage/Get Help
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Overview of GoArmyEd Homepage

GoArmyEd Homepage
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Key features accessed through your 
homepage include:

•Student Records for all Soldiers who 
have declared your school as 
their home school, taken a class 
at your school and who still 
require a grade

•Review Course Planner

•Review Request TA forms

•Training and Communications

•Degree Program Management

•Manage Tuition Rates and Residency

•TA Invoices

•Grading Administration

NOTE: If granted access by HQ ACES, only administrative staff that have been designated with special user rights 
by the school’s Primary POC for GoArmyEd will have access to these features.

Requires school action 

Retrieve Student Records of 
Soldiers that selected your school 
as their home school in GoArmyEd 

Open a helpdesk case or view 
progress on a case you opened

GoArmyEd 
Updates

Designate New POCs,
Add/update School users,

Update school profile 



How to Get Help (Self-help vs. Helpdesk)

There are several ways to get 
help to address GoArmyEd 
related issues/questions:

Green Question Mark Icon
Select the Green Question 
Mark icon to view Step-by-
step Instructions, Technical 
Specifications, and view 
instructional videos.  
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Opening Helpdesk/CRM Cases
From this page, you can also open a CRM case in 
regards to an issue or to request guidance. Select 
the "Create Helpdesk Case" link to open a case. 
You will receive an email notification when the 
case is resolved.

You may also call the GoArmyEd Helpdesk using the 
number(s) in this link.



Training Documents

Select the “GoArmyEd Tutorials” link located in the School Resources section to view Training Modules. You may 
also access the Step-by-step Instructions/Technical Specifications from this page or by selecting the "Reference 
Documents" link
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Points of Contact (POC) 
Management
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School User Roles
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Explanation of School User Roles:

School User Role Description Links in School Resource

Primary Point of Contact (POC) Ability to complete school account set-up, maintain school account set-up data, delegate 
the Primary POC role to another school employee, and provide user rights to other 
authorized employees at the school such as Invoice Administrator, Course Administrator 
and GPC Roles. The Primary POC will also be the Army’s contact for questions. 

All

Secondary Point of Contact (SPOC) 
(Alternate)

Acts as Primary POC in the absence of the Primary POC. He or she will have the ability to 
maintain school set-up data and provide user rights to others at the school.

All

Invoice Administrator Create an invoice, submit and view invoice history on behalf of your school. The Primary 
POC for a school may designate as many Invoice Administrator as deemed necessary

Soldier TA Invoice
TA Invoice History
Refund Previously Approved TA 
Invoice
Tuition Rates

Course Administrator Can post grades, reject TA Requests, upload courses/classes, input degrees in the Degree 
Program Management tool, and report graduations for Soldiers attending your school. The 
Primary POC for the school may designate as many Course Administrators as deemed 
necessary.

Degree Program Management
Degree Program Upload
Manage Soldier Grades
Soldier Course/Class Management
TA Request Queue

TA Government Purchase Card (GPC) POC Will receive emails from GoArmyEd notifying him or her when an invoice has been 
approved by the Army. This email will include the amount that has been approved and 
instructions for accessing the credit card number the school will use to process electronic 
payment. The Primary POC for the school may designate a maximum of
three GPC POC roles.

TA GPC Information



POC Management

The Primary Point of Contact (POC) at each Non-LOI 
School using School User Administration has the ability 
to:

• Activate and Deactivate School Users

• Add a New User

• Add additional user roles

• Designate an Alternate POC

• Editing Users in POC Management

• Manage School Profile page
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Designate up to 2 Alternate (Secondary) POCs

Designate up to 3 GPC POCs



POC Management (continued)

Use the “School User Management” link from the School 
User Administration menu to:

• Activate and deactivate accounts

• Update User Attributes

• Add New Users
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POC Management (continued)
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Primary POC (PPOC) can designate a new POC using the 
“Designate New Primary POC” link.

REMINDER: This action will deactivate the original POC 
account.

POCs can designate an Alternate POC as another point of 
contact who will have the ability to add a new user, 
update a user, activate or deactivate a user.

If the PPOC account is inactive, or has left the 
school, a CRM case is required to request a 

PPOC change to the new PPOC.



School Profile

As a new PPOC, upon your first log-in will need to set-up your School Profile. You will be prompted to go tab by tab to complete the required information. When 
these setup steps are completed, your confirmation tab will indicate that all steps are confirmed complete and your school or organization will be listed among 
those schools in GoArmyEd that are eligible for receiving Tuition Assistance (TA) and/or Army Civilian Training Education System (ACTEDS) payments for Soldier 
and/or Army Civilian tuition and fees.
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School Profile Set-up
What does it all mean…

Personal Profile- PPOCs use this tab to validate their personal account information

School Profile- PPOCs can add and update additional information about your school. Most of the data on your school has been pre-populated 
using the Department of Education’s Postsecondary Education Participation System (PEPS) and the Central Contractor Registration (CCR) 
database.

Invoice Admin Set-up- Provide one or more Invoice Administrators for your school. Invoice Administrators are authorized to process electronic 
invoices through GoArmyEd for all Army-funded classes more than 19% complete. 

Course Admin Set-up- Provide one or more Course Administrators for your school. Course Administrators are those people at your school who 
are authorized to report grades electronically through GoArmyEd for all Army-funded classes taken by Active and Reserve Component Soldiers 
and Army Civilian Employees at your school.

TA GPC POC Set-up- Provide up to three Tuition Assistance (TA) Government Purchase Card (GPC) Points of Contact (POC). A TA GPC POC will 
receive an email after your school invoices are approved by the Army to provide him or her with a credit card number that the school is 
authorized to use to process payment.

HQDA G-3/5/7 GPC POC Set-up- Provide up to three Headquarters (HQDA) G-3/5/7 Government Purchase Card (GPC) Points of Contact (POC). 
A HQDA G-3/5/7 GPC POC will receive an email after your school invoices are approved by the Army to provide him or her with a credit card 
number that the school is authorized to use to process payment.

USACC GPC POC Set-up- Provide up to three United States Army Cadet Command (USACC) Government Purchase Card (GPC) Points of Contact 
(POC). A USACC GPC POC will receive an email after your school invoices are approved by the Army to provide him or her with a credit card 
number that the school is authorized to use to process payment.
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Invoicing Process
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Invoicing Process

Enrollment process initiates the invoicing process:

• Student enrolls at your school

• Student submits TA Request in GoArmyEd & submits completed TA Request form to 
your school:

• TA Request form is also available in GoArmyEd (TA Request Queue link located 
in School Resources section on GoArmyEd homepage)

• If enrollment is not valid, your school must reject in GoArmyEd (will discuss 
later)

• If enrollment is valid, your school must mark it as "Validated"

• If TA Request is not approved by GoArmyEd, the enrollment will be classified as 
“Student-funded.”  GoArmyEd Invoicing does not apply.

• Enrollment reaches 19% complete – eligible to invoice
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Invoicing Process in GoArmyEd

Schools can view detailed instructions on how to use this page by viewing: Invoicing Process

https://www.goarmyed.com/docs/pdf/155_Non_LOI_Invoice_for_TA_Class.pdf


Invoicing Process (continued)

• When the class reaches 19% complete in GoArmyEd, it is 
eligible to invoice

• School will access the invoice in GoArmyEd; an Invoice Action 
menu will appear on the homepage of any user at your school 
with the Invoice Admin role

• Also available under School Resources menu

• Select Soldier TA Invoice link
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Invoicing Process (continued)

TA Invoice Search:

• Available Invoice Line Items – lists out the number of 
enrollments available to invoice that day

• Search:

• Specific student or class by inputting criteria in the 
search boxes

• All available line items by leaving the search boxes 
blank
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Invoicing Process (continued)

Upon entry to your TA Invoice List page, if your school’s CAGE code is expired, you will receive this message:

You will still be able to SAVE the work you do on your invoice, but you will not be able to SUBMIT it to the Army 
until the CAGE code is updated.

Follow the instructions in the message to update your CAGE code expiration date ASAP.
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Invoicing Process (continued)

TA Invoice List page:

• Because Non-LOI invoices are not frozen the day the window opens unless the school elects to do so, any class that reaches 19% 
complete throughout the duration of the quarter will be added to the invoice as long as it has not been submitted.

• If your school elects to freeze your invoice data on the day the window opens, any class that reaches 19% complete after that day 
will appear on the next invoice.

• You can freeze your window using the Freeze Invoice Data checkbox located to the left of the GPC POC information box on your 
invoice.

• Conversely, you can unfreeze your window by unchecking the Freeze Invoice Data checkbox.
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Invoicing Process (continued)

Review line items for accuracy:

• Select Validate checkbox for all accurate 
items

• If a Validate checkbox is checked for a 
line item, that line item will be 
submitted for HQ ACES review once 
entire invoice is submitted

• MUST check Validate to Submit a line 
item for review

NOTE: Once the invoice is submitted, it will not 
be available again until the next invoicing 
window opens. If necessary, check Validate
next to reviewed line items, and SAVE (rather 
than SUBMIT) invoice until you are ready to 
SUBMIT.

25The Army’s Virtual Gateway to Education – Anytime, Anywhere



Invoicing Process (continued)
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• Use the Reduction Reason field for any item that needs the Army amount to be 
discounted

• You cannot reduce the Soldier amount because that is informational only for the 
Army.  The Soldier is not being invoiced through GoArmyEd.

• 100% cost reduction should be processed as a rejection (discussed under 
“Rejecting a Class” topic)



Invoicing Process (continued)

• If you are ready to submit to the Army, 
select the SUBMIT button. 

• Once submitted, the invoice will not 
be available to be submitted again 
until the next quarter. (Jan-Mar, Apr-
Jun, Jul-Sept, Oct-Dec)

• Use the SAVE button if you are not 
ready to SUBMIT the full invoice.
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Disputing a Line Item
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Any line item on your invoice that you are not able to adjust or 
fix should be disputed

• Subject, catalog number, Semester hours, dates, need to 
increase Army costs

• Able to dispute even if CAGE code is expired

• Do not dispute if you need to reduce Army costs. You are 
able to do that yourself.

Select the Dispute icon next to the item you need to have 
corrected.



Disputing a Line Item (continued)
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Creating a TA Dispute:

• The student and class details will prepopulate and will not 
be editable.

• The Case ID is the case number that is being created for 
your dispute.

• Make a note of this case number so you can monitor it 
in GoArmyEd.

• Enter a description of your issue in the Dispute Description 
box.  

• Description should be clear/concise but detailed enough to 
explain the reason for your dispute.

• Select OK when done, or Cancel to cancel the dispute.



Rejecting a Class < 19% Complete

If the class has not reached 19% completion and 
needs to be rejected, the rejection must be 
processed directly on the TA Request form by the 
Course Admin. 

This includes classes that have not started and 
Student-funded classes. 

To reject TA Request form: 

• Select TA Request Queue link on GoArmyEd 
homepage

• Retrieve TA Request form and scroll to TA Request 
Status section

• Select Rejected then select Submit button. 

If TA Request form is rejected, the enrollment will not 
show up on the invoice

For any line item that the Soldier dropped that needs 
to be rejected, use the Invoice to process
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Rejecting a TA Request Form

Schools can view detailed instructions on how to use this page by viewing: Rejecting a TA Request 

Form

https://www.goarmyed.com/docs/pdf/172_NonLOI_Reject_a_TAR_March_2014_V5_FINAL.pdf


Removing a Class from an Invoice

A class that has reached 19% complete can only be 
rejected on the invoice.

If you’re not ready to submit the invoice, REMOVE
the line item from the invoice to reactivate the TA 
Request Status section of TA Request form to process 
rejection on form (see previous slide)

• Select SAVE not SUBMIT after you select the 
REMOVE button

• Coordinate with Course Admin to process Removal 
and Rejection same day

• Remove button will only remove the line item from 
the invoice until the next morning

• Rejection will need to be processed directly on the 
TA Request form under the TA Request Status 
section by the Course Admin
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Removing a Class on an Invoice
Schools can view detailed instructions on how to use this page by viewing: Removing a Class on an Invoice

https://www.goarmyed.com/docs/pdf/199_NonLOI_Remove_Class_from_Invoice.pdf


Rejecting a Class > 19% Complete

• As you review your line items, you may find some that should have received a 100% refund.  These will need to 
be REJECTED on the invoice.

• Process involves using one of 2 specific Reduction Reasons that include “No Cost”:

• Drop/Withdraw (No Cost)

• Never Enrolled – No Cost

Processing the rejection:

• Access the Soldier TA Invoice link and search for the enrollment to reject on the invoice
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Rejecting a Class > 19% Complete 
(continued)

• Select one of the “No Cost” reduction reasons

• These rejections are in cases when the Soldier dropped the course during the 100% refund period or the class was cancelled. If 
the Soldier Withdrew after the 100% refund, then a W should be listed as a grade. The Refund Schedule would go into effect.

• A message will appear stating that the reduction reason with “No Cost” will result in a 100% reduction of Army costs and the 
Soldier will be rejected from the class. Select OK.
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Rejecting a Class > 19% Complete 
(continued)

• Notice that the Final Costs have been reduced to $0

• SAVE the invoice to save your work

• This action will automatically reduce the Army costs to $0 and mark the enrollment as Rejected, but will not be 
completed until the invoice is Submitted and Approved by the Army.
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Refunding/Rejecting a Class Already 
Invoiced
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Two-part process:

1. Refund Previously Approved TA Invoice

2. Soldier TA Invoice

Business Rules:

• End date within last five years

• Only previously approved invoiced rows are eligible

• Discount cannot exceed the current Army cost

• Discount an invoice line item already paid by the Army 
- add it as a debit to next invoice

• One discount type per class - additional discount, 
open CRM case for Army review

• Once refund on invoice is submitted/approved, funds 
are restored to the TA FY ceiling



Refunding/Rejecting a Class Already 
Invoiced (continued)
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• Search for and select specific 
student/enrollment

• If a reduction already exists (has already 
been processed or is in progress), a message 
will appear at the bottom of the page



Refunding/Rejecting a Class Already 
Invoiced (continued)
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• “No Cost” = cost adjustment to $0 automatic

Select Reduction Reason, adjust cost as necessary, and Submit.

• Any other reason + Reduce Army Cost amount = 
cost adjustment automatic



Refunding/Rejecting a Class Already 
Invoiced (continued)

38The Army’s Virtual Gateway to Education – Anytime, Anywhere

Once processed, reduction will appear on the next invoice

• If current invoice is open/unsubmitted, reduction will appear within 24 
hours

• Must validate the reduction on the invoice for it to process

**The refund will be deducted from the total invoice amount. 

Refund a Class on a Previously Approved Invoice
Schools can view detailed instructions on how to use this page by viewing: Refund a Class on a Previously Approved Invoice

https://www.goarmyed.com/docs/pdf/Refund_a_Class_on_Previously_Approved_Invoice_Script_March_2014_V1.pdf
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Protecting PII/FERPA

Protecting Personally Identifiable Information is everybody’s job!

What is PII?
Information about an individual’s identity
➢ Name
➢ Social security number (Full SSN/ last 4 SSN)
➢ Date and place of birth
➢ Biometric records

Data Transfers
❖ E-file in the GoArmyEd
❖ CRM case queue
❖ Email
❖Messaging (text, Phone)

Editable file: Remove all PII/FERPA data

Non-editable file: Screenshot Non-PII/FERPA 
data, type out Non-PII/FERPA data

Document Handling

VIOLATION
YOU WILL BE REPORTED TO THE ARMY
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Open Questions

Use the WebEx Chat panel to submit your questions. 

To open the Chat panel:

Select the Chat icon in the top right of your WebEx screen to access the 
Chat panel. 

To ask a question:

Type your question in the Chat box and 
select the “Send” button.

Ensure that the question is being sent to 
“Everyone”.



Reminders

• Training Documents are available for help on www.goarmyed.com

• Glossary of Terms-
http://kb.globalknowledgebase.com/23351/article/99811/where-can-i-
find-the-school-glossary-of-terms-and-acronyms-for-goarmyed

• GoArmyEd School Support is an available resource for assistance

• Next GoArmyEd Quarterly Non-LOI School Call is 11 September 2019

• This training is being recorded and will be available at 
www.goarmyedschoolsupport.org in the GoArmyEd School Support 
Knowledge Base

Thank you for your time today!
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http://www.goarmyed.com/
http://www.gosoced.org/

