How to Enroll in a Class through GoArmyEd

This instructional video explains how to enroll in a class.

Step

Screenshot

Welcome to this video tutorial on how to
enroll in a class through GoArmyEd.

If at anytime you need to stop this video,
select the pause button.

NOTE: Your TA request must be
approved before the start date of the
class. Soldiers whose TA Requests are
not approved by the class start date will
be rejected. Soldiers creating a TA
Request on or after the class start date
will receive a message stating the class
will be Soldier funded and auto
approved.

From your GoArmyEd Homepage in the
Smart Links section select the “Request
TA” button.

If the quarterly online Statement of
Understanding screen appears, carefully
read the information concerning the use
of Tuition Assistance.
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Scro” doWn the Screen and enter your rr‘i?;??::spz:tﬁiwIlT&)‘rDer;lﬁeits'll'sAT;\';c\tﬁt:hdra\.vfmmclasses via GoArmyEd and my school, if required by the school.
password In the “Password” fleld to [l I AGREE TO THE ABOVE CONDITIONS FOR THE USE OF TUITION ASSISTANCE AS VERIFIED BY MY AUTHENTICATION.
acknpwledg(_a that you agree to the terms | | T

of using Tuition Assistance. samit

Select the “Submit” button to proceed.

If the Course Planner screen appears
you must complete the Course Planner
and have it approved before enrolling in
more classes.

Select the “How to use Course
Planner” link under Training Resources
of your screen for assistance with using
the Course Planner.

After your Course Planner is approved,
select the “How to enroll into classes
using Course Planner” link in Training
Resource section for steps on enrolling
in a class.

There are two ways to request Tuition
Assistance in GoArmyEd depending on
your degree plan; you will automatically
be routed to one of the following
processes.

The Select Classes to Add screen
appears.

Version 7, Last revised Nov 2015 Green underlined text designates new information or changes Page 2 of 13




If ALL the fields are marked with an
asterisk (*) there are separate training
resources to provide the steps you need
to enroll in a class in this case. These
instructions are located on your
GoArmyEd homepage by selecting the
“View Reference Documents” link in
the Training Resources Section. On the
Reference Documents page scroll to the
resources titled “How to request tuition
assistance through the Tuition
Assistance Request process in
GoArmyEd” to view the video or select
the PDF to access Step-by-step
Instructions.

If the school field is the only field with an
asterisk, you can register for a class
directly in GoArmyEd since your school
does upload courses and tuition costs
into GoArmyEd.

To refine your search, enter the course
subject code into the subject field and
the catalog number into the catalog
number field. Leaving these fields blank
will result in every class your school has
uploaded.
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10.

The “Start Date Between” fields are
pre-populated with the current date and
60 days in the future.

The enrollment window is open two
months (60 days) before a class start
date and you can select the calendar
icons to change the dates.

Select the “Next” button to display your
search results.
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11.

The processing icon appears showing
the page is loading.

12.

The Search Results page will display all
classes that meet your search criteria.

Carefully review the details specific to
each class since there are a variety of
class types and delivery options
available through GoArmyEd.

Select the “Class Details” button for a
specific class.
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13.

The class details page contains
additional information such as the class
description, semester-hour cost,
prerequisites, required materials, and
other important class information.

Select the “Request Class” button to
enroll in the class.
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14. Review the class cost information on the : — "|"| et ':|| yssimics
Confirm Classes page and pay close Add Classes -
attention to the cost covered by Tuition =. Confirm classes
Assistance in the “GoArmyEd Amount”
field and if there is a class cost in the o o
“Student Amount” field. —

claﬂﬁd School s”hi:zt;:::"““ Title sm:ai:"d Hours | Stetus]
48381 Excmizior Collmge BIO 111 ?;Dmiﬁbombrv g:&jgi: 100 @
IMPORTANT: TUItlon ASSIStance WI” nOt Cost per Semester Hours 250.00 Student Amount 0.00
cover the cost of fees, to include e B GoArmyEd Amount 250.00
Supporting instructional fees Total Amount: 15(.(.c|| Process ReauesTt | CANCEL RE}_'Eer
| choose to Self Pay ALL Costs for this Class Li ]
15. TA will cover the class cost up to

16 semester hours within the fiscal year.
The remaining semester hours will be
self-funded.
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16.

Despite the availability of TA funds you
may choose to Self Pay ALL costs for the
class by selecting the “I choose to Self
Pay ALL Costs for this Class” button.

| choose to Self Pay ALL Costs for this Class |[@

=. Confirm classes

17. The following pop-up appears.
This acticn will result in you paying the full cost of this class without using TA. (25000,1385)
ez No
Select “Yes” to proceed
or
Select “No” to cancel this action.
18. | If you selected “Yes” to self pay the full | ~ ... o=

cost of the class a warning message will
appear on the confirm class page.

Notice that the entire class cost is now
displayed next to YOU MUST PAY and
TA will pay $0.

WARNING: YOU MUST PAY!

You hawe chosen to pay 100% cost of this class without using TA

@ o==- @ Ti=m=o
GoAroryEd _
Subject/ Catalog Start/ End
Class |  Schaal fridaa Title o = | status)
Number
Sisiogy Laboratory |05/ 30/2014
aB391 Excmizior College BIO 111 T1 Cooa P77 oo| @
Cost per Semester Hour: 250.00 YOU MUST PAY [250.00,
TA Eligible Fees: o.00 TA will pay
Saldier Funded Fees:

Total Amount:

YOU MUST PAY
TA will pay
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To proceed, select the “l Agree To Pay”
button”

To cancel self payment, select the
“Cancel Request” button.

19. If you selected “l agree to pay” a confirmation Agreement
Confirmation Agreement W|” appear_ “ou have chosen to pay 100% cost of this class without using TA.
Select the “Process Request” button to
continue.
Process Request Cancel Request
20. If you must pay for any portion of the

cost of a class, a warning message will
appear in red stating you must pay. The
following is an example of what appears
if you are required to pay any amount for
the class.
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21.

You must select the “l Agree To Pay”
button in order to proceed.

If you believe you should not be
receiving the pay message do not
proceed. Contact your Army Education
Counselor.

22. If no payment message appears, select
the “Process Request” button to
proceed with enrolling in the class.
23. A message appears stating this e ——

enroliment is provisional and will be
under review to ensure that it conforms
to all TA policies and semester-hour
limits.

Select the “OK” button.

Provisional Enrollment (25000,1179)

Thiz enrollment is provisional and will be under review to ensure that it conforms to
all TA policies and semester hour limits. If the enrollment goes over the semester
hour limit, the enrollment shall be rejected.
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24.

A second pop-up message may appear
stating the request is subject to
availability of funds.

Select the “OK” button.

25.

After you have processed your request
the account information page will display.

Review your mailing and contact
information and ensure it is all current.

({OArmyEd

»
Account Information

q

Please updats your contact information if thare has been any change.

Note: Fields marked with an asterisk (*) are required.

*City *State *Country

“zip
[Fe. Carson o @ fesiz | [sa @

r DSN for Primary Phone. If 0CONUS, use civilian country code format.

*Primary Telephone Number Phone 1 Phone 2
[e12/3 [ [

Alternate Email

~| |asfies_Rothlisberger_546995@=au.com

=rger_946395@sau.co m

Account Information Verified

26.

Select the “Account Information
Verified” button.

Account Information Verified

27.

A message will appear stating the class
has been added to your schedule and a
green checkmark appears in the Status
column indicating a successful
enrollment.

Your enrollment request will be
submitted for registration to your school,
pending final approval from the school.

You will receive an automated email from
GoArmyEd confirming that the
enrollment request was successfully
submitted.

If the request is not accepted by your
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school, you will receive a follow-up email.

28.

Select the “Add Another Class” button
to enroll in another class.

NOTE: Soldiers MAY receive a message
asking them to wait 15-20 minutes for
their enrollment to process before they
can enroll in another class or make
enrollment changes.

29.

Select the Close Window link in the
upper right corner of the screen to return
to your GoArmyEd homepage.

30.

Please take a few moments to review these frequently asked questions on how to enroll in
a class through GoArmyEd.
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31.

Thank you for taking the time to view this
video. If you need further assistance,
view additional instructional videos and
related training documents on the
GoArmyEd Reference Documents Page

OR

Contact the GoArmyEd Helpdesk at
1-800-817-9990

7 a.m. to 7 p.m. Eastern Time
Monday thru Friday
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