Student

How To Guide

Select Credentials and Create Credentialing Assistance Requests (1 of 18)

Purpose

This guide highlights the process of selecting a Credential and requesting Credentialing Assistance through ArmylgnitED. To
begin this process, the student must have a Credential to which the assistance can be applied. This guide will go through
the process of selecting a Credential then creating a request for Credentialing Assistance. Use the timeline below to guide
you through each process included in this How to Guide.

Create a Close a Withdraw a

ea -4 L. Delete a
cSe‘:Iectt_a | Credentialing Credentialing Credentialing Credential
redentia Assistance Request Assistance Request Assistance Request
e ' Optional Optional
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Welcome to ArmylgnitED.

Pursue a credential to advance your military career. Get started now.

Request Credential Assistance Add Credential e

Financial Assistance Fiscal ear 2019

$0.00

AsofoL/oL/T0

o

clcome, Edgar (Logour)

The information below will be shared with Vendors and Education Institutions. Please review it for accuracy.

@ Credentialing Assistance Tuition Assistance %) Pending Assistance $4,000.00
$0.00 $0.00 $0.00 Per Year
Review Information Select Option Option Details Credential Credential Details
1 2 3 4 5

Please select a credential option below. Some credential options
may not be available based on your relevant background

information.

MOS or ASI Other

Does the credential you want If the credential you would
to pursue show up as “most” like to pursue does not align

©

related to your MOS or ASI on
Army Cool?
e.8., 68W Combat Medic Specialist can

pursue the credential for Advanced
Emergency Medical Technician (AEMT)

=]

with your MOS or ASI, please
select this option.

e.g., You may pursue the PMP.
credential if you are interested in
gaining project management skills

=)

o

Personal Information Contact Information # Edit  Mailing Information &
Edit
First Name: Preferred Methods of Contact o
5 Mailing Address: 2015 Call Street
Edgar Other Email:
v Tallahassee, FL
edgarpoe@mail.mil
Last Name: 32303
Poe Additional Methods of Contact
Military Email:
MiddleName: edgarpoe@mail.mil
Home Phone: e
(502) 867-0912
Duty Phone:
(502) 555-3978
Is incorrect information being displayed? @
> o
—
Review Information Select Option Option Details Credential Credential Details
v 2 3 a .

Steps to Selecting a Credential

1. Loginto ArmylgnitED.
2. From the Home Page click Add Credential.

Note: You can select as many Credentials as
needed. If a Credential has already been selectd,

skip to Step 17.

3.  Confirm your personal, contact, and mailing

information:
. First Name
. Last Name

. Middle Name

. Preferred Method of Contact

. Additional Methods of Contact

. Home Phone

. Duty Phone

. Mailing Address
Note: Clicking the Edit Pencil allows you to
update any of your information.

4.  Click the yellow next arrow.
5. Select a Credential option then click Select.
. MOS or ASI — contains all Credentials
aligned to your MOS/ASI
. Other - contains all Credentials not
aligned to your MOS/ASI.
6.  Click the yellow next arrow.
7.  Select an option and specify if the credential is
new or a re-certification.
8.  Click the yellow next arrow.

Review Information Option Details Credential Credential Details

v

Reviewed

Select Option

v 3 4 5

MOS/ASI

Which MOS or ASI would you like to pursue a Credential under?

Is this a new credential or re-certification for an existing credential?

© Anew credential

Re-certification for existing credential

© ' ©

[ ] [ ]
05/12/21 Note: Clicking the white return arrow will return you to the previous page. Ig n Ited Q
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Review Infarmation Select Option Option Details Credential Credential Details

v v

eviewed MOS/ASI

4 5

Spa

What credential are you interested in pursuing? Steps to SeIeCtIng a credentlal

Below are all the credentials refated to your credential option. 9 . Sea rch for the Credential you are inte rested in

Please select the credential you would like to pursue.

ARR—— pursuing using the text entry field then, click

Search: &8 Microsoft Technology Assoclate (MTA) o Select
.
Showing 1 - 10 of 53 Results

10. Click the yellow next arrow.

Media C Select . . .
e 11. Select all methods you will be using to achieve
Lighting Specialist : s L :
your credential by clicking the corresponding
® 2 @ checkbox:
- * Prepare for Credentials with Trainings
* Take Credential Exam
FS—— e ey o TR * Complete Applicable Work Experience
v v v v s 12. Click the yellow next arrow.
o v e, Camposr T 13. Your Credential Summary appears presenting
Please select all methods you will be using to achieve your credential ASCR Media Composer and agree you W|th the Opt|0n to d iSCUSS yOU r Credentlal
to the requirements criteria below. . . .
(S — with your ArmylgnitED Counselor prior to
et @ submission and/or add a note to your
iyl et Credential.
Iunderstand and am prepared to fulfll the above requirenents.
(< > Q Note: Clicking on a prior step will allow you to
edit or review the information you submitted.
My Credential Path Summary 14. C||Ck the ye"OW next arrow.
P o oo oo, st s s i ey o G i oy 15. Your Credentialing Assistance Request has been

Clickon a prior step to edit or review

submitted. Click Continue with CA Request to

Review Information Select Option Option Details Credential Credential Details

v v v v v continue.
Reviewed MOS/AS! Arts, Design, ACSR Media Complete
Entertainment, Composer

5p

S Note: In this guide we will return to the
ArmylgnitED homepage to provide as much
information regarding the CA request creation

Y .
(<) @ process as possible.

Note: Clicking the white Return arrow, cancel,
or the X in the top right of a page will return
you to the previous page.

Do you want to add a note to your Credential?
—

v Your Credential has been submitted.

Continue with CA Request

05/12/21 Ignltedﬁ
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Purpose

This guide highlights the process of selecting a Credential and requesting Credentialing Assistance through ArmylgnitED. To
begin this process, the student must have a Credential to which the assistance can be applied. This guide will go through
the process of selecting a Credential then creating a request for Credentialing Assistance. Use the timeline below to guide
you through each process included in this How to Guide.

Create a Close a Withdraw a

ea -4 L. Delete a
cSe‘:Iectt_a | Credentialing Credentialing Credentialing Credential
redentia Assistance Request Assistance Request Assistance Request
________________ I Optional Optional

05/12/21 Ignltedﬁ
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ignited:: E Credential Find Ed Center Welcome, Edgar (Logout)

o ©

Welcome to ArmylgnitED.

Pursue a credential to advance your military career. Get started now.

Request Credential Assistance Add Credential o

Financial Assistance Fiscal ear 2019

$0.00

AsofoL/oL/T0

o Credentialing Assistance Pending Assistance

@ Credential Assistance Tuition Assistance 4 Future Assistance $4,000.00

$0.00 $0.00 $0.00 Per Year

You need to be enrolled in a Credential in order to request Credentialing
Assistance.

MOS/ASI: Security+ ce

Q Request Credentialing Assistance

Credentialing Assistance Request Form
Below are all the trainings and exams available related to your credential

MOS/ASI: Security+ ce. Search for the training or exam for which you would
like to request Credentialing Assistance funding.

O

Search: Clear All
: Exam || Training [ Online
Filter Type:
In Person
Showing 1 - 1 of 1 Results I Don’t see a related Vendor? I

Robert’s Security+ ce Robert’s Rare Jewels Online

Select 4+
Website I Q

Prev ' 1 Next Page 1of 1

< >

Steps to Creating a Credentialing
Assistance Request

16. Click Request Credentialing Assistance.

17. Select the Credential your request relates to, then
click Request Credentialing Assistance.

18. Search for the training and/or exam you want to
request Credentialing Assistance for using the text
entry field. Enter one of the following:

. Training Name
. Exam Name
. Vendor
. State
. Country
19. Filter your search results with the following

categories:
. Exam
. Training
. Online
. In Person

Note: Multiple filter categories can be selected. Clicking
Don’t see a related vendor? will allow you to send an
email to ACCESS for more information regarding the
missing vendor.

20. Click Select + next to the training or exam.

Note: Clicking Remove will deselect the training or exam.
Clicking Website will take you to your vendor’s external
website.

21. Click the yellow next arrow.
Note: Clicking the white return arrow will return you to
the previous page.

Robert’s Security+ ce + Robert’s Rare Jewels  Online
Remove
Website =

Prev = 1 Next Page 1 of 1

< D >

05/12/21

Note: You are able to search
for any training or exam by

[ ) [ )
either Training or Exam Name, I n Ite d Q
Vendor, State, or Country.
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Financial Assistance riscal ves 119

$0.00

Al LT
@ credentialing i Tuition & Pending $3,880.00
Assistance Azsittane Assistance Per Year
30,00 40,08 FLELE-)

Cr iali i e orm

Training.

Note that a CA request cann ing within 30 days of the request.

StartDate ‘End bate

o8102020 [ownomo
Select the cost types that you would IKe to request CA Tor. Please be aware the costs below may not reflect actual item costs.
~
e Cost Type Title Sold By Vendor Number/ISBN Quantity Cost  ltemURL
Training Robert’s Security Training ~ Yes = 1 $150.00 www.Training URL.com
Book Robert’s Security Handbook  Yes 3959A76 1 $30.00 _

rainings, exams and other m Jpon ACCESS ArmyU app
is n depend on the 1t of anciz

$180.00  $0.00 $180.00

Total Cost: Student Cost: Financial Assistance:

Attach a quote for the cost of the requested items from the vendor. The quote MUST match the items listed in ArmyIgnitED.
You may also attach, but is not required, any other ion supporting eligibility requirements for the Credentialing

Assistance Request.

Crag files fo mphoad

@ Upload File

] ] @
Success!
Your credentialing assistance request has been
submitted.
Robert’s Security +CE
Request Type: Vendor Name: Start Date: End Date:
Training Robert's Rare 01/21/2021 01/28/2021
Jewels
Cost Sold By
Type Title Vendor Number/ISBN  Quantity Cost Item URL
Training  Robert’s Security Training Yes = 1 $150.00  www.Training_URL.com
Book Robert’s Security Yes 3959A76 1 $30.00
Handbook

Uploaded Document List

[P] receipt.docx

$180.00  $0.00 $180.00

Total Cost: Student Cost:  Financial Assistance:

Q=1

05/12/21

Steps to Creating a Credentialing
Assistance Request

Note: You can view the vendor’s point of contact
information above the start and end date of your
training or exam.

22. Enter the start and end date for your
selected training or exam.

Note: A Credentialing Assistance request cannot
be submitted for a training or exam within 30
business days of the start date of the request. A
Credentialing Assistance request cannot have an
End Date that is more than one year from the
Start Date.

23. Select the cost types you would like
Credentialing Assistance for then specify if
this will be your last Credentialing
Assistance request for your Credential.

24. Click Upload File to attach a quote for the
cost of the requested items from the
Vendor, and any relevant documentation
for the Credentialing Assistance request.

25. Click the yellow next arrow.

26. Review your information:

* Credentialing Assistance
* Tuition Assistance

* Future Assistance

* Total Amount Per Year

* Credential

* Vendor Name

*  Vendor URL

* Training Name

* Startand End Dates

* Cost Type

* Vendor Account Required
* Title

* Cost

* ISBN and Quantity

* Attached Files

* Total Cost

* Credentialing Assistance

* Your Payment Requirement

27. Click Done. ig n ite d Q
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Optional — Steps to Creating a Manual Credentialing Assistance Request

While creating a request for Credentialing Assistance, if you cannot find your specific training or exam and/or would like
to request Credentialing Assistance for the books, materials, or application fees associated with your Credential please
follow the steps provided:

1.  From the Request Credentialing Assistance page,
select the Credential you would like to request
Credentialing Assistance for then click Request
Credentialing Assistance.

2. At the bottom of the page click Create Request to
create a Credentialing Assistance Request for one
of the following:

. A training that is not listed in the search
You need to be enrolled in a Credential in order to request results
Credentialing Assistance.

. An exam that is not listed in the search
results

. A book or other materials associated with
the training or exam

0 Request Credentialing Assistance . Any other miscellaneous fees associated

with the training or exam (e.g. application

fees)

Note: You are able to search for any training or exam by either

o Note: Make a miscellaneous fees request for
Training or Exam Name, Vendor, State, or Country.

items needed that are not a training or exam
(e.g. application fees, books, or materials).
You can also use this option for a training or
exam that you cannot find above.

Credentialing Assistance (CA) Request Form

Below are all the trainings and exams available related to your credential Project Management
Professional (PMP). Search for the training or exam you would like to request Credentialing Assistance
funding for. If you can’t find what you're looking for, manually add your own at the bottom of the page.

Note: The next part of the process of
creating a manual Credentialing Assistance

Search: request for a training or exam differs slightly
Filter Type [ exam [] Training [] online [ inPerson from creatlng a manual Cr?dentlallng
Assistance request for a miscellaneous fee.
Don’t see a related vendor? .
— | While both requests can be made
Project Management Professional Onsite Exam | W select + s|mu|taneous|y’ each req uest will require
Project Mar ' website different information.
Project M t Professi lE . . . .
Hpa g L select  + To review the information required to
website T .
create a manual Credentialing Assistance
Show 10 Al K Prev 12 Next 3 Page 1 0f2 request for a training or an exam continue
to Step #3 on page 6.
Next

To create a Credentialing Assistance request for an exam or training that is not listed above, or To review the information rEqu'rEd to

miscellaneous fees, please add one below. € create a manual Credentialing Assistance
request for a miscellaneous fee continue to
Create Request Make a miscellaneous fees request for
items needed that are not a training or step #3 On page 7.

a exam (e.g,, application fees, books, or ° Y
materials). You can also use this aption for
atraining or exam that you cannot find

05/12/21
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Optional — Steps to Creating a Manual Credentialing Assistance Request

FOR A TRAINING OR EXAM
Use this page is you are creating a manual Credentialing Assistance request for a TRAINING OR EXAM.

3.  Enter the required information:

Request Type Vendor Training Format Location State or

* Select Training Name or Exam * Online * Domestic Country
or Name * In-person * International

* Select Exam * Online and In-person

Create Credentialing Assistance Request Form

Please fill in the information for your credential Project Management Professional (PMP).

Credentialing Assistance Request Information

Request Type Vendor Name
Training v Project Management Professional
Training or Exam Name Format
e Project Management Training 1 In-Person v
Location State
Domestic v Alabama v

Itemized Costs

Please add all itemized costs associated to your request. The chosen Request Type above must match
the Cost Type of an item below. Not all fields may apply to a line item.

Cost Type Number/ISBN  Quantity Item URL

Add Item
Don’t see a related vendor? o Continue to Request Assistance
Cost Type | Title | | Number/ISBN | | Quantity || Cost | 4. Click Continue to Request

* Select Training | Sold By Vendor || Item URL | Assistance.
or

[ ] [ ]
e Select Exam Note: Clicking Add Item will allow you to I n Ited Q
add information for any additional items.
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Optional — Steps to Creating a Manual Credentialing Assistance Request

FOR MISCELLANEOUS FEES

Use this page is you are creating a manual Credentialing Assistance request for MISCELLANEOUS FEES.

3.  Enter the required information:

Request Type
¢ Select Miscellaneous Fees

Vendor Name

Create Credentialing Assistance Request Form

Please fill in the information for your credential Project Management Professional (PMP).

Credentialing Assistance Request Information

Request Type

Miscellaneous Fees

Vendor Name

Project Management Professional

Itemized Costs

Cost Type

Please add all itemized costs associated to your request. The chosen Request Type above must match
the Cost Type of an item below. Not all fields may apply to a line item.

Sold By
Vendor

Numberf{ISBN  Quantity [tem URL

Add Item

Don’t see a related vendor?

o Continue to Request Assistance

Cost Type
* Select Book | Title || Number/ISBN | [ Quantity | | Cost | 4.  Click Continue to
or Request Assistance.
* Select Material | Sold By Vendor | [ item URL |
or
* Select Application Fee Note: Clicking Add Item will allow you to ° °
or add information for any additional items. Ignlted Q

¢ Select Membership Fee
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Financial Assistance Fiscalvear 2020 $4,000
per year
$0
As of 05/16/2020
‘ Credentialing Assistance Tuition Assistance ’/// Pending Assistance Remaining Assistance
$0 $0 $0 $0

Manual Credentialing Assistance (CA) Request Form

request cannot be submitted for an exam or training within 30 days of the request.
View Request Information
Request Type:
Training

Vendor Name:
Amazon

Training Or Exam Name: Vendor POC Name:
Training
Exam raining
Vendor Email:
Format:
i training@training.com
Online g

Vendor Phone:

123-456-6789

Location:
N/A

Start date required End date required

Enter the start and end date for pursuing your Project Management Primary Training. Note that a CA

You are expe and other materials. Upon ACCESS Army

amount paid for by ¢

ary from what is st

[l as actual item costs.

$0

depend on the amount of A averemaining as we

$140

Student Cost

$140

Total Cost

items listed in ArmylgnitED. You may also attach, but is not required, any other documentation
supporting eligibility requirements for the Credentialing Assistance.

Upload Document Uploaded Document List

i

Drag Files to Upload

Et

v alex palmero PMP.pdf

Choose Files

| & \ =)
Cost Type Title Sold ByVendor Number/ISBN Quantity  Cost Item URL
Training Project Management Training Yes 251345 1 $480.00 www.Training.com
Book Programming Basics Yes 33456 1 $40.00
o Application Fee N/A Yes — 1 $20.00 =
Book PM Training 101 Yes 556741234 1 $60.00
Ya cted to do offline research on costs o

Financial Assistance

Attach a quote for the cost of the requested items from the vendor. The quote MUST match the

Submit Request

05/12/21

Optional — Steps to Creating a
Manual Credentialing
Assistance Request

Note: You can expand the View Request
Information section to view the vendor’s
point of contact information.

5.  Enter the corresponding Start and
End Date.

* If you are requesting assistance
for a training or exam enter the
start and end date of your exam

* If you are requesting assistance
for a miscellaneous fee enter
the start and end date of the
credential that this fee is
associated with

6. Review and select the costs you wish
to receive Credentialing Assistance
for.

7.  Attach quote for cost of items from
Vendor, and any additional
documentation.

8.  Click Submit Request.

Note: Clicking the trash can icon will
allow you to delete any documents
you may have uploaded.

ignited
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Optional — Steps to Creating a Manual Credentialing Assistance Request

You have successfully completed your manual Credentialing Assistance request!
9. Click Done to continue.

4 N\

Success!
.

Your credentialing assistance request has been submitted.
Request Type: Vendor Name: Start Date: End Date:
Training Project Management 08/10/2020 08/30/2020

Professional
Training or Exam Name: Format: Location: State:
Project Management Training In-Person Domestic Alabama
| Cost Type Title Sold ByVendor Number/ISBN Quantity  Cost Item URL

Training Project Management Training Yes 251345 1 $480.00 www.Training.com
Book Programming Basics Yes 33456 1 $40.00
Application Fee N/A Yes - 1 $20.00 -
Book PM Training 101 Yes 556741234 1 $60.00

Uploaded Document List

F'_'l alex_palmero_PMP.pdf

$600  $0 $600

Total Cost StudentCost  Financial Assistance

o Done

05/12/21 Ignltedﬁ
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Optional — Creating Multiple Credentialing Assistance Requests for a Credential

As an example, if you are a Student who wishes to pursue the PMP Credential and would like to pursue a training and exam
and the same time, follow the instructions on pages 1 — 4 and request Credentialing Assistance for your training. Once
complete, repeat the instructions on pages 1 — 4 and request Credentialing Assistance for your exam. Please reference the
graphic below to assist in the process of having both a training and an exam active at the same time for a credential.

Select a PMP Credential with a Credentialing
Assistance request for the Training

PMP
TRAINING

Select a PMP Credential with a Credentialing
Assistance request for the Exam

PMP
EXAM

Select a PMP Credential

Log into ArmylgnitED

Click Add Credential

Confirm your information

Select your option

Select either “new credential or re-
certification”

Search for your PMP Credential

Select all methods you will be using to
achieve your PMP Credential and agree to
terms

8.  Click Finish

Loam e =

= en

Select a PMP Credential

Log into ArmylgnitED

Click Add Credential

Confirm your information

Select your option

Select either “new credential or re-
certification”

Search for your PMP Credential

Select all methods you will be using to
achieve your PMP Credential and agree to
terms

8.  Click Finish

s LE ke 1=

e

PMP
TRAINING

PMP
EXAM

Create a PMP Credentialing Assistance Request
9. Click Request Credentialing Assistance
10. Select your PMP Credential and request
Credentialing Assistance
11. Select the[TRAINING|you want to request
Credentialing Assistance for
12. Enter the start and end date for your training
* Remember, a request cannot be
submitted within 30 business days of the
start date of the request
13. Select the cost types you would like
Credentialing Assistance for
14. Upload any relevant documentation
supporting eligibility requirements for the
Credentialing Assistance request
15. Review your information
16. Click Done

Create a PMP Credentialing Assistance Request

9. Click Request Credentialing Assistance
10. Select your PMP Credential and request
Credentialing Assistance
11. Select the[EXAM]you want to request
Credentialing Assistance for
12. Enter the start and end date for your training
* Remember, a request cannot be
submitted within 30 business days of the
start date of the request
13. Select the cost types you would like
Credentialing Assistance for
14. Upload any relevant documentation
supporting eligibility requirements for the
Credentialing Assistance request
15. Review your information

05/12/21
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Purpose

This guide highlights the process of selecting a Credential and requesting Credentialing Assistance through ArmylgnitED. To
begin this process, the student must have a Credential to which the assistance can be applied. This guide will go through
the process of selecting a Credential then creating a request for Credentialing Assistance. Use the timeline below to guide
you through each process included in this How to Guide.

VAR VA

Create a Close a Withdraw a

ea -4 L. Delete a
cSe‘:Iectt_a | Credentialing Credentialing Credentialing Credential
redentia Assistance Request Assistance Request Assistance Request
________________ ! Optional Optional

05/12/21 Ignltedﬁ
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Steps to Close a Credentialing Assistance
Request

Once you have completed a Credential or the
Credentialing Assistance Request End Date has passed,
you will need to upload a Proof of Completion. To do
this, have you Proof of Completion readily accessible on
your device and complete the following steps: Agency:

° Certified Landscape Water
Manager (CLWM)

Irrigation Association
1.  From the My Credential screen, find the

Credential with the Credentialing Assistance
request you would like to close.

2.  Click the name of your Credential to navigate to
the Credential Details page.

3.  Once you have proof of completion, upload your
document, then click Submit Proof.

4.  Verify that you’ve uploaded the correct document
then click Submit.

Note: Once your proof has been uploaded it will be reviewed
by the ACCESS team and you will receive a response regarding
your proof via email.

aws 101
AWS Certified Solutions Architect - Request 13002
Associate
Soldier: Edgar Poe Status:
Cll rrent Req uests: Alex Palmero InProgress
Notes: Withdrawal
aws 101 N/A Request withdrawal

In Progress

Past Requests: Please upload Proof of Completion for the Credential Request.

Upload Supporting Files

Submit Proof x IEFj

Drag files to upload

Are you sure you want to upload the following Proof of Completion?

Upload File e
Uploaded Files
Proof.pdf
o Note: Clicking Cancel will allow you to cancel the upload

process of the document.
Cancel Submit

ignited
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Purpose

This guide highlights the process of selecting a Credential and requesting Credentialing Assistance through ArmylgnitED. To
begin this process, the student must have a Credential to which the assistance can be applied. This guide will go through
the process of selecting a Credential then creating a request for Credentialing Assistance. Use the timeline below to guide
you through each process included in this How to Guide.

VAR VARV 4

Create a Close a Withdraw a

ea -4 L. Delete a
cSe‘:Iectt_a | Credentialing Credentialing Credentialing Credential
redentia Assistance Request Assistance Request Assistance Request
Optional Optional

e e —— - -

05/12/21 Ignltedﬁ
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Optional - Steps to Withdraw a Credentialing Assistance Request

Using the same Credential Details page, you can withdraw your Credentialing Assistance request for either personal or
military reasons.

Personal — your reason for withdrawing pertains to a personal non-military situation
Military — you must withdraw due to Military Order or unforeseen military-related reasons

1. Click Request Withdrawal to start the process of withdrawing your request.

Robert’s Rare Jewels Security+

AWS Certified Solutions Architect - Request 13002
Associate
Soldier: Status:
Current Requests: Edgar Poe nprogress
Notes: Withdrawal
aws 101 N/A e Request withdrawal

In Progress

Past Requests: Please upload Proof of Completion for the Credential Request.

< | 2. Select whether the withdrawal is personal or military related.
You are withdrawing from CompTIA 3. Upload any supporting documentation then click Submit.
PenTest+. You must provide a reason for
your withdrawal. Q Note: You can select a personal withdrawal at any point while your
Credentialing Assistance request is active. However, if you request a
O Personal ~ personal withdrawal after ACCESS has paid for your trainings/exams_it will

trigger recoupment (repayment of funds).

Select Personal if your reason pertains to a personal, non-
military situation.

You can select a military withdrawal at any point wile the Credentialing

O Military N Assistance request is active. To request a military withdrawal, you are
required to upload a completed CA Recoupment Waiver — Military

Select Military if you had to withdraw due to Miltary Order or Withdrawal (WM) Reasons form to support your reason which will then

o s e Wi ralian] | eed to be approved by ACCESS HQ.

(WM) Reasons form.

If ACCESS HQ approves your military withdrawal request, then you will not
be recouped for the cost of your Credentialing Assistance request. If ACCESS

You may upload an optional file or the CA Recoupment

Waiver - Withdrawal for Military (WM) Reasons form to HQ rejects your military withdrawal request, then you will be recouped for
supportyour reason. the cost of your Credentialing Assistance request.
Upload Supporting Note: Clicking the CA Recoupment Waiver — Military Withdrawal (WM)
Files ° Reasons hyperlink will redirect you to an online pdf version of the CA
P Cancel Recoupment Waiver — Military Withdrawal (WM) Reasons form which can
be saved on your personal device. It is recommended that you use a laptop

or desktop to save this form.

05/12/21 Ignltedﬁ
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Purpose

This guide highlights the process of selecting a Credential and requesting Credentialing Assistance through ArmylgnitED. To
begin this process, the student must have a Credential to which the assistance can be applied. This guide will go through
the process of selecting a Credential then creating a request for Credentialing Assistance. Use the timeline below to guide
you through each process included in this How to Guide.

\VARVARVARVY

Create a Close a Withdraw a

ea -4 L. Delete a
cSe‘:Iectt? | Credentialing Credentialing Credentialing Credential
redentia Assistance Request Assistance Request Assistance Request
Optional Optional
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Optional — Steps to Delete a Credential

In order to delete a Credential, you must not have any active Credentialing Assistance requests against the
Credential.

1. From the My Credential screen, find the Credential you wish to delete.
2. Click Delete.
3.  Read the confirmation message:
. Are you sure you want to delete your [Credential Name] Credential? You will no longer be able to
request Credentialing Assistance for this Credential.
4.  Click Yes.

Note: Once your Credential has been deleted, it will be removed from your My Credential screen.

ACSM Certified Group Exercise Instructors
(ACSM-GEI)
Agency: American College of Sports

Medicine (ACSM)

a Delete Path > Request Credentialing Assistance >

Delete Credential X

Are you sure you want to delete your ACSM Certified
Group Exercise Instructors (ACSEM-GEI) credential?
You will no longer see this credential.

Cancel Yes
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