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1 Tuition Assistance Request (TAR) Process Overview

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

>
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>

>

The Soldier or an Administrator 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 Education Center, Deployment Status, and Academic Institution data is
validated.

The Course Dates, Title, and other pertinent details are entered.

Additional Courses can be added to the same TAR if necessary.

If created by the Soldier, they submit the TAR which is routed to the Supervisor
previously identified.

If created by an Administrator, the TAR is routed to the Soldier to acknowledge
the Terms and Conditions and submit.

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

The Supervisor must approve TAR 5 calendar days prior to the Term Start Date
or the TAR will be deleted.

The TAR is automatically approved unless flagged to require a Quality Check.

A Please Note: If the Soldier has never used TA before, contact the Education Center
for Eligibility Criteria.

A Please Note: Soldiers can only request TA 60-7 days prior to the Term Start Date;
however, it is recommended to apply early since the Supervisor, and potentially the
Education Center, must review the TAR before TA is authorized.

A Please Note: Soldiers will receive a reminder ArmylgnitED message 10 days prior
to the Term Start Date if their Supervisor has not actioned the TAR.

A Please Note: If the Supervisor has not Approved the TAR 5 days prior to the Term
Start Date, the TAR will be automatically Disapproved, and TA funding is not authorized.
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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.

g: EDUCATION PROGRAMS v

Dashboard

You last logged in 02/19/2026, 11:38 AM EST

2 Supervisor (TA/CA)

EDUCATION RECORD Funding Remaining

Fiscal Year Cap: 2026

Total Funding Remaining: $1,796.00 Total Funding Spent:

How does my Funding breakdown work?
ACTIVE EDUCATION GOALS

Bachelor of Arts in Business

APPROVED o AM

0% COMPLETE
APPLY FOR FUNDING VIEW DETAILS
Biology

APPROVED »

2% COMPLETE

Required Credits: 120.00 Completed Credits: 3.00

It also contains the assigned Education Center.

2.2 Adding a Supervisor

Remaining CA Funding Available:
Lifetime CA Credentials Used:

Required Credits: 120.00 Completed Credits: 0.00 Transterr

ED CENTER INFO VIEW DETAIS.
$0.00

1/9 Fort Knox Education Center (Knox)

Ed Center Events

Remaining Credits: 120.00

Remaining Credits: 117.00

Soldiers must enter in their Supervisor’s information, as the Supervisor is part of the

TAR approval process.

A TAR 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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igniteda)

B8 Dashboard

m Memiages

EDUCATION RECORD
B Fundng Requests

& 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.

) SuperVisor (TA/CA) —

Primary Supervisor

Supervisor information is required for approval of most funding request types.

Having someone other than your supervisor approve your funding request will be considered fraudulent and punishable under the UCM. Exception: If the immediate supervisor will not be available to approve your funding request then you must obtain approval
from amember of your chain of command (or another person appointed by the Commander can approve the request).

The Supervisor (TA/CA) option s for individuals that can approve funding requests created for the TA and CA funding programs. Having someone other than your supervisor approve your funding requests will be considered fraudulent and punishable under the
UCMJ. Exception: If the immediate superviser will not beavailable to approve your funding requests, then you must abtain approval from a member of your chain of command (or another person appainted by the Commander). Supervisors must use their CAC
when reviewing and/or approving funding requests. Faflure of supervisor approval or lack of reply will result in deletion of Soldier funding requests and funding will not be authorized

First Name Last Name
Required Required
Primary Email Alternate Email
Required

Phone Number

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

Soldiers have two methods to apply for funding.

The first is directly from the Dashboard.

@ EDUCATION PROGRAMS v

Dashboard

You last logged in 02/19/2026, 11:38 AM EST
2 Supervisor (TA/CA)

EDUCATION RECORD Funding Remaining

Fiscal Year Cap: 2026 ED CENTER INFO i
Total Funding Remaining: $1,796.00 Total Funding Spent: $4.00 Remaining CA Funding Available: $0.00

Lifetime CA Credentials Used: 1/9 Fort Knox Education Center (Knox)

How does my Funding breakdown work?

Needs
ACTIVE EDUCATION GOALS Your &

Bachelor of Arts in Business

APPROVED « AM NMILIT NIVERSIT AU) o ok forF A Ed Center Events

0% COMPLETE

Ed Center News.

Required Credits: 120.00 Completed Cggdits: Transterred Credits: 0.00 Remaining Credits: 120.00

APPLY FOR FUNDING VIEW DETAILS

Biology

APPROVED » AST IVERSITY o * Eligibie for R Education Center Events

COMPLETE o vewau

Required Credits: 120.00 Completed Credits: 3.00 Transferred Credits: 0.00 Remaining Credits: 117.00

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

Both methods begin the TAR 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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it _

Supervisor Information

Supervisar informationis reguired for spproval af most tition sesetance racuest types.

fsor approve your uition asss il i dul ishable urder the UCMA Excesti e or il llabk it s i 1 chainot e gt section chi st sergear or squadeon

Contact Information Address

i our i
Zip Code st e 5 gt withan cptionsl -and 4 mere digits Exc 12345 o 123451234

sy
13923 CALCASIEU AVE

v amai

e

7341304475

VERIFYANDPROCEED  GANCEL -

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 in totality, check all boxes to Acknowledge the Terms and

Conditions, and click ‘Il Agree, Continue’, to go to the next step.

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

User Agreement

In order tosimplify the application process, you should b awars of or have the following information:

Youmust agree to ll conditions in order to submit this application for approval
FNANCIAL

B 13gree that rochanges will be made inthe above coursei) r dallir ameurts | agreeitis m respansibiliy b sign any Tuibon Assistance (T

o, am allure b 5o il result i i szl ot reshing fund e my et

=

=

=

=

B 1 understand that TA for cour
ACADEMIC

=

=

PRIVACY ACT STATEMENT.

e Raceds Netion AD21 LAURE bt ocld
o i the e g st

el spes privcical prpose statement sbove

PENALTY STATEMENT:

There re severe erininal nd 6 penalfies forlnowingy subiting folse, fiifius,orfrauddemt sppicatons and for resuesting feders frding that duplcates course costs unded elsmhere.

o] canca -
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‘I Agree, Continue’ is not available until all boxes have been selected.

3.4 Verify the Education Center

The Soldier’s Servicing Education Center will appear on the screen. It cannot be
changed.

APlease Note: If the Education Center is not correct, please contact the assigned
Education Center to update the information.

Identify if applying from a deployed location.

Click ‘Next’ to proceed.

1 Demographic . rstitution

What is your Servicing Education Center?

Selecting the wrong Army Education Center may result inyour tuition assistance request application being delayed or disapproved.

Location® .

Are you applying for funding from a deployed location?
( : ) Yes @ Mo
NEXT CANCEL «

3.5 Confirm Institution

Verify the Academic Institution. If incorrect, contact the assigned Education Center for
assistance in changing it.

Select a Campus and enter the Institution Student ID.
Click ‘Next’ to proceed.

Click ‘Back’ to return to the previous page.

Create Tuition Assistance Request (TAR) - Student
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# Demographic 2 Institution

What is your Institution?

If you would like to enroll for a course(s) at an institution that is not assigned to your education goal, please contact your servicing Education Center.

ALABAMA STATE UNIVERSITY MONTGOMERY- MAIN CAMPUS

123456

BACK NEXT CANCEL -

3.6 Enter Course Start and End Dates

Use the Calendar Icon or type in the Course Start and Course End dates.
Click ‘Next’ to proceed.

Click ‘Back’ to return to the previous page.
#) Demagraphic # Institution @) Term Dates [ ]
‘What are your exact start and end dates?

Soldiers are solely responsible for submitting timely, accurate, and complete TA Requests and will be held responsible for costs incurred because of inaccuracies, errors, or omissions on the Soldier’s part. This includes selecting incorrect term dates for your course(s). These term dates are set by

your academic institution and include your entire term.
3/20/2026 (]

5/20/2026 (]

BACK NEXT CANCEL -

If the dates do not comply with established rules, a message will appear in red.

I You may not apply for tuition for courses that start within the next 7 days. Please contact your servicing education center for assistance.

3.7 Add a Course

When adding a Course, ArmylgnitED identifies the number of credits remaining on the
Education goal.

Create Tuition Assistance Request (TAR) - Student
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You have 45.00 remaining semester hour credits to apply towards this goal. «
@

ADD COURSE

BACK CANCEL

Click, ‘Add Course’ to proceed.
There are two methods for adding a Course.
Select the + icon to the left of the desired Course or enter the Course manually.

Two search fields are provided at the top to help filter to the desired Course.

APpilease Note: It is recommended that Soldiers select their course from the provided
list and NOT add Courses manually. If a desired Course is not in the list, please contact
the Academic Institution for assistance.

#) Demographic #) Institution # TermDates 4 Courses

- ADD COURSES MANUALLY BACK ‘

Code - Title Leve edits Credit Type Remaining Funding
$1,850.00

3.00

Remaining Credits

130.00
v 4§ ACTGN2-Cost Acmunio! Undergrauate 3 P— 24.00
v o4 AGTC2Z, Und: duats S He

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

Select the + icon to proceed to the next page.

Create Tuition Assistance Request (TAR) - Student
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Code™ Title™

ACTG210 Fundamentals of Financial Accounting

Lewvel ™ Location™ Mumber of Credits™ Credit Type™

Undergraduate - Off Installation 7 3 SH M

Cost Per Credit

@ $347 - Undergraduate In State Cost

O $694 - Undergraduate Out of State .

O $250 - Traditional Undergrad

ADD COURSE BACK

Verify the information on the screen is accurate.

A ‘Location’ and a ‘Cost Per Credit’ are required before ‘Add Course’ is available to
select.

If the ‘Level’ does not match the Education Goal, a message will appear in red.

* The level of your course does not match your education goal. You must contact your education center (Career Management Directorate team) for assistance.

Click ‘Add Course’ to proceed.
Click ‘Back’ to return to the previous page.

3.8 Adding Additional Courses to the TAR

If there are additional Courses to be added, click ‘Add Course’ and repeat the above
step.

2 Denoy 2 institution 2 TemDates 4 Courses
ing. hour eredi towards this goal.

ART219 - Drawing| " Remaining Funding
$1,100.00
3 $412.00 $750.00 $486.00 0.00
A (0]
DD COVRSE Remaining Credits
130.00
0]
Costs VATOPUP 21.00
TOPUP? Yes No
$1,236.00 $750.00 $486.00
BACK SUBMIT CANCEL

Create Tuition Assistance Request (TAR) - Student
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Apiease Note: As Soldiers add Courses, the Fiscal Year Cap information on the right
side of the screen changes.

3.9 Submitting a TAR

When all Courses have been added, click ‘Submit’.

@ Demographic 2 Institution & TermDates 4 Courses
hour
ART219 - Drawing | » Remaining Funding
$1,100.00
3 $412.00 $750.00 $486.00 0.00
ADD COURSE Remaining Credits
130.00
1o aduat
Costs VATOPUP 21.00
TOPUP? Yes No
$1,236.00 $750.00 $486.00

BACK SUBMIT CANCEL -

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

Congratulations your tuition assistance request has een approved!
Your tuition assistance request 1D is 4584858

Here are the next steps

Go to your institution's website and register with your institution. Make sure you are enrolled in the correct courses on your
institution's website. If your school requests your tuition assistance document you can print that here using the button below. You can
view your Tuition Assistance Requests section under your Education Record to check the status and details of your applications.

PRINT TA REQUEST FINISHED

Aplease Note: This confirmation page does not mean the TAR is approved. It only
indicates the Soldier portion is complete. The TAR must still be reviewed by the
Supervisor and receive final approval either by the Education Center or via automated
approval.

The confirmation page can be printed.

Create Tuition Assistance Request (TAR) - Student
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Click ‘Finished’ to exit the TAR creation process.

Aplease Note: Completing a TAR does not enroll a Soldier in the Course with the
Academic Institution.

Create Tuition Assistance Request (TAR) - Student
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4 Viewing TARs

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

igniteda)

student: portal

98 Dashboard
Messages

2:  Supervisor (TA/CA)

EDUCATION RECORD

Funding Req

»  Education Goals

O Documents

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

< Funding Requests

Funding Requests

Funding Request Type Filter By .
TA and CA Funding Requests - All - Funding Request Id Fiscal Year

Order By
Funding Request Id - SEARCH CLEARFILTERS

@ By default, results are sorted by funding request IDs, with the newest IDs at the top.

ID #4584643-ALABAMA STATE UNIVERSITY
PENDING SUPERVISOR REVIEW « ACTIVETA
AGTC223 - ALLCAPS  05/07/2026- 06/26/2026 . Level:Graduate  Grade:  Credits:3  Government Cost:$300.00  Student Cost:50.00

<] RESEND SUPERVISOR EMAIL CANCEL

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