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Note:  Your TA request must be 
approved prior to the start date of 
the class. All requests made after 
the start date of the class will be 
required to be Soldier funded.
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Select the “Request TA…” Smart 
Link under the Smart Links section 

of your GoArmyEd Homepage.

Note: A Statement of Understanding is due Quarterly. If it appears, scroll down the screen and 
select the radio button to acknowledge that you agree to the terms of the Statement of 

Understanding when using Tuition Assistance and “Submit”.

The Select 
Classes to 
Add page 

appears. You 
are required to 

enter 
information in 

every field with 
an asterisk (*). 

When you 
have entered 
all required 
information, 
select the 

“Next” button 
to continue.

Note:  You will receive a message noting your request is subject to the availability of 
funds. Select the “OK” button to continue. 

1 - Accessing the TA Request Form
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1 - Adding Courses to the TA Request Form

One of two screens will appear.

A

B

The Non-LOI Class Search page will be displayed. You can search for a class using 
the fields available. The magnifying glass allows you to search for terms and the 

calendar icons allow you to search by start or end date.

OR

Select the 
Search button 
when you have 
completed the 
fields. Then 
select the 
“Enroll” button 
next to the class 
you wish to 
enroll in.

If the Request TA page appears, you must complete the entire form.
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Select the “Look Up” button.
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.

2 - Completing the TA Request Form

Note:  Before your TA Request can be approved, you must attach a cost and course verification 
that includes your name and the name of your school. 

The Student Information and School Information 
sections are pre-populated. Note: DO NOT use your

Social Security Number. Enter your Student 
Identification Number provided by your school in 

the “School Student ID” field.

Complete the “Title” 
and “Description” fields 
and then attach your 
document using the 
“Add Attachment” 
button.

The Class Information 
section is populated based 
on your search. If you did 
not use the search function, 
you must enter the 
“Start/End Date”, the Class 
Section, and Class Title.
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If your school uploads Tuition Rates, the “Unit” and “Unit Cost” fields will be pre-populated. If these 
fields are not pre-populated, you must enter the information from your system-generated cost and 

course verification.

You will receive a warning notification warning you will be responsible for paying for the class.
Note: Tuition Assistance does not over the cost of fess, including supporting instructional fees.

Warning: If you submit a TA Request with $0 in the “Unit Cost” field, the TA Request will be 
automatically approved because this states there is no cost to the Army. You will be responsible for 

the entire cost of the first class. If this is not what you intended, update the “Unit Cost” field. 

You have the option to not use TA 
for your course(s). If you would 

like to pay for all costs associated 
to this course(s), select the 

checkbox.

A

B
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Select the “Submit” button to submit your TA Request. Review your account information for 
accuracy when the Account Information page is displayed and select the “Account 

Information Verified” button when complete.

When your TA Request is approved, you will be required to submit the Army Tuition 
Assistance Authorization to your school and enroll in classes directly through your school. 

Before your TA Request can be approved, you MUST attach system-generated 
cost and course verification that includes your name and the name of your 
school.

The cost and course verification can be separate documents or combined into 
one document; however, the documents cannot be manually-created by your 
school.

1.  The cost verification (bill) must list your tuition and fees separately.  
Acceptable cost verification includes:

• A personalized receipt or screenshot from your school’s online 
account 

• A personalized invoice from your school’s online account 

• A statement of tuition and fees from your online student account

2.  The course verification (schedule) must list all classes with the start dates, 
end dates, and number of credit hours for each.

3 – Important Information
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