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1 Credentialing Assistance Request (CAR) Process
Overview

To submit a CAR, the Soldier must have an approved Education Goal.

» The Soldier selects ‘Apply for Funding’ on an approved Education Goal.

» The Soldier’s Supervisor’s Information is validated or entered for the first time.

» Soldier’s Contact Information is validated.

» The Soldier acknowledges the User Agreement and Terms and Conditions.

» The Soldier identifies if applying for funding from a deployed location.

» The Vendor and Campus are selected.

» The Start and End Dates are entered.

» The Soldier selects the applicable Funding Request type (Training, Exam, Books
and Materials).

» Funding Request specifics are added (e.g., Title, Cost, Description).

» The Vendor Quote and other Documentation are uploaded.

» The Soldier submits the CAR which is routed to the previously identified
Supervisor.

» The Supervisor reviews the CAR and Approves or Disapproves the request. The
Supervisor can also indicate they do not supervise the Soldier. If the Supervisor
selects ‘1 Do Not Supervise This Person’, the Soldier receives an ArmylgnitED
message that the CAR is deleted and they will have to change their Supervisor in
ArmylgnitED and resubmit a new CAR.

> |If Disapproved by the Supervisor, the CAR is deleted.

> If Approved, the CAR is forwarded to ACAPO for their review.

» |If Disapproved by ACAPO, the CAR is deleted.

> If Approved, the CAR is forwarded to Finance for payment.

A Please Note: If the Soldier has never used CA before, they must complete MilGears
and contact the CA Virtual Counseling Cell to schedule an appointment.
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2 Student Dashboard and Adding a Supervisor

2.1 Dashboard Orientation
Upon logging in to ArmylgnitED’s Student Portal, the Soldier first sees their Dashboard.

The Dashboard displays their Fiscal Year Cap (to include available funding) and Active
Education Goals.

ignited a = ] EDUCATIONPROGRAMS - n TESTMARCUS ~ 1]

Dashboard
You last logged in03/13/2026, 11:58 AM EDT

Funding Remalning

Fiscal Year Cap: 2026 ED CENTER INFO VEWDETALS

Total Funding Remaining: $1,650.00 Total Funding Spent $1.950.00 Remaining CA Funding Available: $1,100.00 S
Eiina B triioh Lt 1/9 Fort Knox Education Center (Knox)

How doas iy Funding breakdown work?
Needs Assessment Survey
ACTIVE EDUCATION GOALS -

Occupational Therapy

Ed Center Events
APPROVED » ALABAMASTATE UNIVERSTTY » Masters Desrea » Elfglble for Active TA o
o i ek Ed Center News
Required Credits: 6000 Completed Credits: 15,00 Transferred Credits 000 Reraining Credits: 45.00 &
Jordan Test Article
o
APPLY FOR FUNDING VIEW DETAILS
CompTIA A+
APPROVED e Credentialing Acsistance - NonMOS Related o Eligible for Active CA 06/17/2022
e
% COMPLETE
Required Cradhs: 000 Completed Credits: 0.00 Transfrred Credis: 000 Remairing Credits: 0.00
APPLY FOR FUNDING VIEW DETAILS ARMY NEWS

It also contains the assigned Education Center.

2.2 Adding a Supervisor

Soldiers must enter in their Supervisor’s information, as the Supervisor is part of the
CAR approval process.

A CAR CANNOT be submitted if the Supervisor’s information is not entered.

In the left navigation, click the ‘Supervisor (TA/CA)’ menu item.

A Please Note: Dual CAC Soldier’s will also see a ‘Supervisor (Civ Training)’ menu
item. The Supervisor for TA/CA may be different from the Civ Training Supervisor.
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B8 Dashboard

EDUCATION RECORD
8 Fundng It

~  Education Goals

The Supervisor (TA/CA) page will open.

Information specifying what constitutes a Supervisor and how having someone other
than an approved individual approve your funding requests will be considered fraudulent
appears at the top of the page.

Complete the required fields (First Name, Last Name, and Primary Email).

Provide an Alternate Email and Phone Number, if known, as this helps ensure the
Supervisor receives notifications.

Primary Supervisor

val o lack of reg

Click ‘Update’.
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3 Creating a CAR
3.1 Apply for Funding

Soldiers have two methods to apply for funding.

The first is directly from the Dashboard.

Ignlted A] = & eoucarionprocrams - ) resrmareus - )

Dashboard
You last logged in03/13/2026, 11:58 AM EDT

EDUCATIO Funding Remalaing

8 Fundi s )
al Year Cap: 2026 ED CENTER INFO VEWDETALS

:$1,650.00 Total Funding Spent $1.950.00 Remaining CA Funding Available: $1,100.00

EdCerter
Fort Knax Education Center (Knox)

Lifetime CA Credentials Used: 1/9
How doos my Funding breakdowm work?
ACTIVE EDUCATION GOALS

Occupational Therapy

APPROVED » ALABAMASTATE UNIVERSITY » Masters Degree « Eliglble for

25% COMPLETE

Required Cregits: 60.00 Compheted Credits: 15.00 Transtesred Credics: 0.00 Remaining Crdits: 45.00

APPLY FOR FUNDING VIEW DETAILS

CompTIA A+

APPROVED » Credentialing Assistance - NonMOS Related » Eligible for Active CA

0% COMPLETE

Required Credits: 0.00 Transferred Credits; 0.00 Remaining Credits: 0.00

5 Education Genter Visits

APPLY FOR FUNDING VIEW DETAILS AR bS

Locate the Education Goal under which the CAR will reside and click ‘Apply for
Funding’.

The second method is from the Education Goal page. Click the ‘Education Goal’ menu
item from the left navigation.

On the Education Goal page, locate the Education Goal under which the CAR will
reside and click ‘Apply for Funding’.

Both methods begin the CAR creation process.

3.2 Verify Supervisor and Personal Contact Information
The first step is to verify the Supervisor’s contact information.

On the same page, verify the Soldier’s contact information.

Click on any of the “Pencil” icons to edit a section.

When all the information is correct, click ‘Verify and Proceed’.
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M _

Supervisor Information

Supervicorifcrmations i et ed fo apprenal of st tition vt ance recueed ypes.

approve your i s thebow,

Contact Information Address

te You our in i
Zip Code st have 5 s withan cptionsl - andl 4 mere digits.Exc 12343 or 12345424

7
VERIFY AND PROCEED CANCEL -

A Please Note: In the Address section, only use a 5-Digit Zip Code.

Each step contains a ‘Cancel button should it be needed. Selecting ‘Cancel’ does not
save any previously entered information.

3.3 Complete the User Agreement

Read the User Agreement, check all boxes to Acknowledge the User Agreement, agree
to the Conditions, and click | Agree Continue.

A Please Note: This image does not reflect the complete list of Terms and Conditions.

User Agreement

PENALTY STATEMENT:

Tare s mvane i) e S e fo knwinglysugiing i, Fiitinus orfraud Jamt sppbestions and forreguesingfeders funding hat dupFosas e cogts Fonded slsmhere

| AGREE CONTINUE canceL
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‘| Agree, Continue’ is not available until all boxes have been selected.
3.4 Identify if Applying from a Deployed Location
Identify if applying from a deployed location.

Click ‘Next’ to proceed.

Are you applying for funding from a deployed location?

O Yes @ MNo

NEXT CANCEL -

3.5 Identify the Vendor and Campus
Identify the Vendor and Campus.

Click ‘Next’ to proceed.

Click ‘Back’ to return to the previous page.

Select your Vendor:

I you are attempting to locate a Vendaor not listed, pi d bnf b he Army Credentialing Assi: P n vl IgnitED il provide the fi Vendor Name. Vendor LIRL, Vendor Emall, and Vendor Phane Number.

COMPTIA

COMPTIA - MAIN CAMPUS

T — -

3.6 Enter Start and End Dates
Use the Calendar Icon or type in the Start and End dates.

Click ‘Next’ to proceed.

Click ‘Back’ to return to the previous page.

What are your exact start and end dates?

You may select up to 365 days to complete your training or exam. If you do not complete the training or exam in you request, you will be required to reimburse the government for the costs associated to your training or exam, and the associated book(s), materials), and/or fees.

5/15/2026 )
7/2/2026 [}
BACK NEXT CANCEL
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If the dates do not comply with established rules, a message will appear in red.

I Credentialing Assistance requests must be submitted no earlier than 90 days and no later than 45 days prior to the start date of the training, exam, or books and materials.

3.7 Select a Funding Request Type

Select the item you need funding for.

When you select one of the options, ArmylgnitED automatically loads the next page.

A Please Note: Books and Materials will only appear if a Training or Exam CAR
already exists for the Education Goal.

Please select the applicable funding request; (Training. Exam, Books and Materials)
Selecting an incorrect type will result in your reguest being disapproved. Thereby requiring
a new submission

What do you need funding for?

ADD EXAM ADD BOOKS AND MATERIALS ADD TRAINING

3.8 Add Funding Request Specifics

There are two methods for adding CAR specifics.

Click ‘Select’ for the required Training/Exam or click ‘Add Manually’.

# Demographic # Vendor 7 Das 4) Tralning/Exam @

Add Training ‘
A+
Remaining Funding
Deseription: e i
$1,100.00
temsperpazei 10 lori

ADDMANUALLY ~  BACK -

This page also provides valuable Fiscal Year Cap information on the right side.

Click ‘Select’ to proceed.
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Add Training
A+ § 200
Description”
A+ Training

11/1000

ADD TRAINING BACK -

Training, Exam, and Books and Materials all have specific data fields that must be
entered and verified.

Complete all required fields and click ‘Add Training’ to proceed.

Click ‘Back’ to return to the previous page.

2 Demographic 2) Vendor # oats 4 Training/Exam ®
TRAINING - A+ % Remaining Funding
$900.00
$200.00 $0.00
ADDFEE
Costs
$200.00 $200.00 $0.00

- -

Verify the information on the next page and click ‘Next’ to proceed.

Click ‘Back’ to return to the previous page to make changes.

3.9 Adding Required Documentation

Download the required CUI training, review it, and select the box in order to upload
documents.

You must upload a custom price quote, provided by your vendor, for each Credentialing Assistance (CA) request you submit. Each custom quote must include the cost for each item on your CA request to include administrative
application and/or shipping fee(s). Bundling is not authorized. The Army Credentialing Assistance Program Office (ACAPO) will not approve CA requests without the custom price quote uploaded to this request or if the quote is
bundled. If you submit an incorrect quote, you can upload the correct one to your existing CA Request (while in “Pending ACAPO Review” Status). If the quote is incorrect when ACAPO reviews your CA Request, it will be rejected,
and you will have to submit a new CA request with new start and end dates. ACAPO cannot revert a rejected CA Request to the original submission.

The quots must come from the vendor, and it MUST match what is listed in the CA request{exceptions-Pearson Vise, CompTIA, IBSC)
Supporting documentation file{s) must be under 4MBs and ane of the following file types: pdf, xls, xisx, doc. docx.
“You are required to open and review the CUI MarkingfTraining document before uploading any files.

DOWNLOAD TRAINING £,

-
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A Custom Quote from the Vendor is required to continue with the process.
Other documentation can be uploaded, as applicable.

3.10 Submitting a CAR

From the document upload page, when all required actions are completed, click
‘Submit’.

Click ‘Back’ to return to the previous page.

The confirmation page will appear and provide the CAR ID and ‘next steps’.

Credentialing Assistance Request Application: Application !

Congratulations your credentialing assistance request has mitted!
Your credentialing assistance request ID is 4584645

Here are the next steps -

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

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

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

Apiease Note: This confirmation page does not mean the CAR is approved. It only
indicates the Soldier portion is complete. The TAR must still be reviewed by the
Supervisor, ACAPO, and receive final approval.

Click ‘Finished’ to exit the CAR creation process.

Apjease Note: Completing a CAR does not enroll a Soldier in the Training or Exam
with the Vendor.

Create Credentialing Assistance Request (CAR) - Student
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4 Viewing CARs

CARs can be viewed from the ‘Funding Requests’ menu item in the left navigation.

. .
Ignit

student portal
88 Dashboard

Messages

2:  Supervisor (TA/CA)

EDUCATION RECORD

»  Education Goals

O Documents

The Funding Requests page provides search filters to quickly locate the desired CAR.

Funding Requests Othar Funded Cnraliments

funding Request Tyg

Filter
TAand CA Funding Requests T Al

Cwrder By
Funding Request Id = SEARCH CLEAR FILTERS -

(D) By defoult, results are sorted by funding request [0, with the nevest 105 ot the top.

ID #4584645- COMPTIA
PENDING SUPERVISOR REVIEW » ACTIVE C/
TRAINING - A+ 05/15/2036 - 07/02/2024 - LOther  Grade Creditc]  Gowarnment Cost: $200.0

</ RESEND SUPERVISOR EMAIL [ VIEW ATTACHMENTS CANCEL

Funding Request 1d Fiscal Year

It also contains details about the CAR, including the status, dates, grade, and costs.
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