
        

 

                                   

    
         

  
   

        
     

     
   

   
       

 
    

 

     
          

     

 

       
  

 

  
     

    

  

   

    

    

   
  

   
     

   
     

      
   

 
     
    

   
     

  

   

   

     
 

   

    

  
  

     

    

    

Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

Part II-Getting Started–Primary Point of Contact (POC)
 
First Time Access to Your Non-Letter of Instruction (Non-LOI) School
 

GoArmyEd Homepage
 
General Information 

This training is intended for a Non-LOI school’s GoArmyEd Primary POC. The Primary POC will serve as the 
contact with the Army Continuing Education System (ACES) for any questions related to Soldiers using Tuition 
Assistance (TA) benefits at your school. The term Non-LOI school is used throughout this document and 
GoArmyEd to refer to accredited, postsecondary education schools that have not signed a Letter of Instruction 
(LOI) with the Army to integrate their schedule of classes and class registration processes with GoArmyEd. Non-
LOI schools only need a Web-based GoArmyEd account to process TA invoices for Soldiers using TA at their 
school and to record Soldiers’ grades for TA-funded classes.  The process for becoming a Non-LOI school can be 
completed in as little as thirty minutes after a GoArmyEd Primary Point of Contact (POC) has been identified for 
your school, per the instructions provided in this training document.  

To complete your Non-LOI school account so Soldiers may use TA benefits at your school, you must have been 
approved by the Army as your Non-LOI school’s Primary POC.  When approved, you should receive an email with 
a user name and temporary password that permits you access to a GoArmyEd school account set-up process.  

Getting Help: If you have questions at any time during or after the set-up process, go to the ACES Web site for a 
list of frequently asked questions, detailed system training documents, and support contact information or email 
usarmy.knox.hrc.mbx.tagd-aces@mail.mil. 

The first critical steps required by a Non-LOI school Primary POC are to: 

 Change the temporary Primary POC password to a secure password; 

 Provide three password re-set hints; 

 Accept terms and conditions for using GoArmyEd; 

 Validate personal profile data; 

 Validate and update school profile data; 

 Provide at least one Invoice Administrator for the school who will be responsible for using GoArmyEd to 
submit electronic invoices to the Army each quarter for TA used at your school; 

 Provide at least one Course Administrator for the school who will be responsible for using GoArmyEd to 
submit final class grades for TA-funded classes at your school; and 

 Provide at least one and no more than three Government Purchase Card (GPC) points of contact and 
HQDA G-3/5/7 GPC POCS from your school that will be sent electronic messages from GoArmyEd 
when TA invoices are approved by the Army and HQDA G-3/5/7. This action will enable your school to 
receive electronic payment from the Army and HQDA G-3/5/7. 

Within 2-3 business days of completing the required set-up tasks, your school account will be activated. Schools 
with an activated account will be listed in GoArmyEd as schools that accept TA benefits.  Authorized Non-LOI 
school users will have one of the following log-in rights to GoArmyEd that will enable them to conduct business 
with ACES on behalf of Soldiers using TA at your school: 

 Basic Non-LOI School Role 

o Create and view their own helpdesk cases; 

o View student records at their own schools; 

o Create a helpdesk case for a Soldier who selected your school as his/her home school to address 
Soldier’s issues or concerns; 

o View communications and announcements from the Army; and 

o View training documents about GoArmyEd and TA 

o Reject a Soldier’s Tuition Assistance Request Form in GoArmyEd. 

Additional rights will be granted to other authorized Non-LOI school users based on their role: 

 Additional Non-LOI School Roles 

o Primary POC: Will have access rights of the Basic Non-LOI School Role plus the ability to 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

General Information 
complete school account set-up, maintain school account set-up data, delegate the Primary POC 
role to another school employee, and provide user rights to other authorized employees at the 
school such as the Invoice Administrator, Course Administrator, and GPC POC roles.  The Primary 
POC also will be the Army’s contact for questions.  There may be only one Primary POC per 
institution; 

o Alternate POC: Acts as Primary POC in the absence of the Primary POC. He or she will have the 
Basic Non-LOI School Role, plus the ability to maintain school set-up data and provide user rights 
to others at the school.  The Primary POC for the school may designate a maximum of two 
Alternate POCs. However, an Alternate POC is not required; 

o Invoice Administrator: Will have the access rights of the Basic Non-LOI School Role, plus the 
ability to create an invoice, submit an invoice, view invoice history and process refund for a 
previously approved invoice to the Army on behalf of your school.  Have access to a TA Invoices 
dash board on their GoArmyEd homepage when log into their account to alert him/her that your 
school has invoices that need to be reviewed and submitted. The Primary POC for the school may 
designate as many Invoice Administrators as deemed necessary. The Primary POC may also 
assume the role of Invoice Administrator; 

o Course Administrator: Will have the access rights of the Basic Non-LOI School Role plus the 
ability to post grades and report graduations for Soldiers attending your school. Have access to a 
Grade Administration Add Grades dash board on their GoArmyEd homepage when log into their 
account to alert him/her of classes that need to be graded. The Primary POC for the school may 
designate as many Course Administrators as deemed necessary. The Primary POC may also 
assume the role of Course Administrator; and 

o TA Government Purchase Card (GPC) POC: Will have the access rights of the Basic Non-LOI 
School Role and will receive emails from GoArmyEd notifying him or her when an invoice has been 
approved by the Army, the amount that has been approved, and a credit card number the school 
will use to process electronic payment. The Primary POC for the school may designate a 
maximum of three GPC POC roles.  The Primary POC may also assume one of the GPC POC 
roles. 

o HQDA G-3/5/7 GPC POC: Will have the access rights of the Basic Non-LOI School Role and will 
receive emails from GoArmyEd notifying him or her when an invoice has been approved by the 
HQDA G-3/5/7, the amount that has been approved, and a credit card number the school will use to 
process electronic payment. The Primary POC for the school may designate a maximum of three 
HQDA G-3/5/7 GPC POC roles.  The Primary POC may also assume one of the GPC POC roles. 

This quick reference explains how to access your Non-LOI school GoArmyEd homepage and set up your school 

GoArmyEd account.  Select a topic to go directly to it.  Select the arrow to return to this page. 

 Logging In To Your GoArmyEd Homepage……………………………………………………….  Page 3 

 Acceptance of Terms and Conditions…………………………………………………………….   Page 4 

 School GoArmyEd Account Setup – Welcome……………………………………………….….. Page 5 

 School GoArmyEd Account Setup – Personal Profile……………………………………….…. Page 6 

 School GoArmyEd Account Setup – School Profile………………………………………….…. Page 8 

 School GoArmyEd Account Setup – Invoice Administrator Set-up…………………………. Page 11 

 School GoArmyEd Account Setup – Course Administrator Set-up…………………………. Page 14 

 School GoArmyEd Account Setup – TA GPC POC Set-up………………………….………… Page 16 

 School GoArmyEd Account Setup – HQDA G-3/5/7 GPC POC Set-up…………………….… Page 18 

 School GoArmyEd Account Setup – Confirmation…………………………………………….. Page 21 

 Accessing Your GoArmyEd Homepage…………………………………………………………… Page 22 

Logging In To Your GoArmyEd Account 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

Logging In To Your GoArmyEd Account 

Access GoArmyEd at www.goarmyed.com and enter the User Name/Password you received in the Registered 
Users Log In section. 

Hint: A school will receive a Primary POC user name and password only after the Army has approved an 
individual at your school to be the Primary POC.  See the training “Part I-Getting Started Primary Point of Contact 
(POC) - Creating a Non-Letter of Instruction (Non-LOI) School GoArmyEd Account” for instructions on how to 
request a Primary POC user name and password. 

The Change Password screen appears.  If this is your first time logging in as the Primary POC, you will be 
instructed to change your GoArmyEd password to a secure password. For security reasons, you will not have 
access to GoArmyEd until your password has been successfully created.  The following password controls have 
been implemented per Defense Information Systems Agency (DISA) standards: 
• When a password is changed, users cannot use personal information such as names, telephone 

numbers or account names in their passwords. 
• Passwords must be 15 characters in length and will expire after 60 days. 
• Users cannot re-use any of their previous 10 passwords. 
• New account passwords must differ from the previous password by at least four characters when a 

password is changed. 
• Users cannot change passwords more than once a day. 

Enter your new password in the “New Password” and “Confirm New Password” fields. Select and answer 
three lost password questions.  Answers are case-sensitive and will enable you to reset your password in the 
event you forget your password. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

Logging In To Your GoArmyEd Account 

Select the “Submit” button to save your password and answers to the lost questions. 

School Administrative users can retrieve their GoArmyEd user name and password using the “Retrieve Lost 
User Name/Password” link from the GoArmyEd public page. 

The Change Password confirmation screen appears stating your password was successfully changed!  You will 
be automatically logged out and logged back in with your new password…If you are not redirected automatically, 
please select the “Sign In” button. 

Select the “Sign In” button if you are not redirected automatically to your GoArmyEd homepage. 

Acceptance of Terms and Conditions 

The Acceptance of Terms and Conditions page appears.  Read each statement to understand what your school 
must agree to when participating in GoArmyEd. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

Select the “Yes” button to accept the stated terms and conditions.  Select the “No” button to decline the 
acceptance of terms and conditions.  You will not be able to proceed past this screen until the terms and 
conditions are accepted.  This page will not appear again after you have accepted the terms and conditions, so if 
you wish to make a copy of it, print the screen or copy the text to another application. 

What if our school does not accept credit card as a form of payment? 
The Government Purchase Card (GPC) is the preferred method of payment for all Army tuition payments.  The 
Government has a contract with US Bank/SmartPay to provide VISA® card services.  In accordance with the rules 
for VISA® merchants, if your school accepts VISA® as a form of payment from one party, you must accept VISA® 

from all parties.  If your school does not accept VISA® as a form of payment, then you will need to request a GPC 
exemption. If you are requesting a GPC Exemption, you will need to accept the terms and conditions prior to 
initiating this request. 

School GoArmyEd Account Setup - Welcome 
After you have accepted the terms and conditions, the School GoArmyEd Account Set-up screen displays with the 
following tabs, which must be reviewed and completed per the instructions on each tab to activate your school account: 

 Welcome: Provides a brief overview of GoArmyEd, background, and upcoming changes. 

 Personal Profile: Please validate your personal account information as the Primary Point of Contact (POC). 

As the Primary POC for your school or organization you will have the ability to give other employees at your 
school or organization access to GoArmyEd for purposes of invoicing, reporting grades, and receiving 
Government payment for invoices. Please verify that your contact information is correct in this step. 

 School Profile: Please add and update additional information about your school so that the Army can 

properly process your electronic invoices and make payments. Most of the data on your school has been pre
populated using the Department of Education’s Postsecondary Education Participation System (PEPS) and the 
Central Contractor Registration (CCR) database, if the data was available. Where pre-populated data is not 
correct, you may update most fields. Where data is missing, we will need you to provide the data. In particular, 
your school must always have a valid and active Commercial and Government Entity code, or CAGE code, 
which is a unique identifier assigned by the Federal Government. You will be asked to enter a CAGE code for 
your school on this page. 

 Invoice Admin Setup: Please provide one or more Invoice Administrators for your school. Invoice 

Administrators are authorized to process electronic invoices through GoArmyEd for all Army-funded classes 
more than 19% complete. As the Primary Point of Contact (POC), you may appoint yourself and/or others to 
the Invoice Administrator role. Anyone you appoint will receive two automated emails; one with their username 
and another with a temporary password to GoArmyEd. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

	 Course Admin Setup: Please provide one or more Course Administrators for your school. Course 

Administrators are those people at your school who are authorized to report grades electronically through 
GoArmyEd for all Army-funded classes taken by Active and Reserve Component Soldiers and Army Civilian 
Employees at your school. As the Primary Point of Contact (POC), you may make yourself the Course 
Administrator and/or select others to have this role. Anyone you appoint will receive two automated emails; one 

with their username and another with a temporary password to GoArmyEd. TA GPC POC Set-up: Please 

provide up to three Tuition Assistance (TA) Government Purchase Card (GPC) Points of Contact (POC). A TA 
GPC POC will receive an email after your school invoices are approved by the Army to provide him or her with 
a credit card number that the school is authorized to use to process payment. Anyone you appoint will receive 
two automated emails; one with their username and another with a temporary password to GoArmyEd. You 
must use an individual employee email address for the TA GPC POC. It may not be a group email address or a 
personal email account such as Yahoo!, Hotmail, or Gmail. 

	 HQDA G-3/5/7 GPC POC Setup: Designate up to three Headquarters (HQDA) G-3/5/7 Government 

Purchase Card (GPC) Points of Contact (POC). A HQDA G-3/5/7 GPC POC will receive an email after your 
school invoices are approved by the Army to provide him or her with a credit card number that the school is 
authorized to use to process payment. Anyone you appoint will receive two automated emails; one with their 
username and another with a temporary password to GoArmyEd. You must use an individual employee email 
address for the HQDA G-3/5/7 GPC POC.  It may not be a group email address or a personal email account 
such as Yahoo!, Hotmail, or Gmail. 

	 Confirmation: When these setup steps are completed, your confirmation tab will indicated that all steps are 

confirmed complete and your school or organization will be listed among those schools in GoArmyEd that are 
eligible for receiving Tuition Assistance (TA) and/or Army Civilian Training Education System (ACTEDS) 
payments for Soldier and/or Army Civilian tuition and fees. 

Schools eligible for receiving TA payments for Soldier education must be accredited colleges or universities 
offering post secondary degree programs. ACTEDS funding for Army Civilian training and education can be 
applied toward post secondary degree programs or continuing education and professional development. Your 
school's GoArmyEd access is dependent on which types of programs your school offers. 

Schools that have not completed their set-up will not be eligible for TA or ACTEDS funding until their set-up is 
complete. You will be able to modify any information provided during setup at any time from your GoArmyEd 
account. Getting Help: If you have questions at any time during or after the setup process, please go to the 
HQDA G-3/5/7 website (Army Civilian HQDA G-3/5/7 Related Questions) or the HQ ACES website (Soldier 
Tuition Assistance Related Questions) for FAQs, detailed system training documents, and support contact 
information. You may also create a helpdesk case and your questions will be quickly answered. 

Carefully review the information on the Welcome tab. 

School GoArmyEd Account Setup - Personal Profile 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Setup - Personal Profile 
1) Next, select the Personal Profile tab. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Setup - Personal Profile 
2) The Personal Profile page appears. It is important to keep your GoArmyEd account information up to 

date so: 

 Soldiers, GoArmyEd personnel, and the GoArmyEd Helpdesk have accurate contact information 
when a Soldier is referred for advice; and 

 GoArmyEd emails can reach you. 

Required fields are marked with an asterisk (*) and can be edited but cannot be left blank. 

a) Review your last and first name 
and ensure the information is 
correct. Note: Your GoArmyEd 
user type designation is Non-LOI 
School. 

b) In the Mailing Address section, 
enter your mailing address in the 
“Address” and “City” fields.  
Select the drop-down arrows to 
select your city, state, and country. 
Enter your Zip Code in the “Zip 
Code” field. Note: If entering an 
APO address, select APO in the 
“City” field. Select the pull-down 
arrow in the “State” field and 
select AP, AE or AA. Select the 
pull-down arrow in the “Country” 
field and select USA.  

c) In the Contact Information section, 
enter your primary phone number, 
alternate phone number and email 
address in the appropriate fields. 
Note: GoArmyEd Student Services 
must have your commercial phone 
number, including country code or 
country calling code, to contact you 
from the United States. If the 
number is outside the U.S. or 
Canada, include the civilian 
country code with the number (for 
example, 01149.30.4631998). 

d) Review the information you have 
provided. Select the “Update 
Account Information” button to 
save your personal information. 

e) A message appears asking if you 
want to update your account 
information.  Select the “OK” 
button to proceed with your update 
or “Cancel” button to cancel 
update. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Setup - Personal Profile 
3) The Personal Profile tab appears with a message stating this step has been successfully updated and the 

Personal Profile tab displays a green checkmark. 

School GoArmyEd Account Setup - School Profile 

1) Select the School Profile tab. 

2) The School Profile page appears.  Add and update information about your school.  Most of the data on your 
school has been pre-populated using the Department of Education’s Postsecondary Education Participation 
System (PEPS) and the System for Award Management (SAM) database, if the data was available. 

Select the “School Profile Management” link to complete and update your school’s profile. Note: If a 
message appears stating the link will be active within two hours of your initial registration, continue with the 
next steps and return to the School Profile tab and select the “School Profile Management” link to complete 
and update your school’s profile. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

3)	 The Update Non-LOI School page appears in a separate window.  All fields marked by an asterisk (*) must be 
populated before the information is submitted by a Non-LOI school. The following fields can be updated: 

a.	 Office of Postsecondary Education Identifier (OPEID) Code: The eight-digit OPEID code 
populates for your school 

b.	 School Names 
c.	 URL and Grad URL: Enter the school’s Web site address, including graduate Web site 
d.	 Enter the school’s address in the following fields: 

–		 Address 
–		 City 
–		 State 
–		 ZIP Code 

e.	 TA Payment Method–School will pay by Government Credit Card or other payment method 
–	 IMPORTANT: HQ ACES must approve the payment method if the “Other” option is 

selected. If “Other” payment method is selected, save your information. DO NOT SUBMIT. 
Continue to complete the remaining setup steps and HQ ACES will contact you regarding 
your GPC exemption request. 

f.	 CAGE Code: Enter the school’s five-digit code. Notes: 1) this code may not be expired. 2) See 
FAQ’s below. 

g.	 Unit Type:  Select clock, quarter, or semester hour 
h.	 Select the “Save” button to store the information on the Update Non-LOI School page.  

IMPORTANT: Do not select the “Submit” button at this point.  HQ ACES must review the School 
Profile, provide the Standard Document Number (SDN) field and approve the TA payment method. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

A message appears stating the school has been successfully updated when the “Save” button is selected. 
Select the “OK” button. 

4) Select the “Close Window” link in the upper right corner of the Update Non-LOI School page to return to 
the School Profile tab. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

When the Update Non-LOI School page has been saved, the School Profile tab displays the yellow triangle 
symbol. Continue with the next steps. 

FAQs 

What is a CAGE code? 
The Commercial and Government Entity (CAGE) code is a five-digit code that identifies companies doing or 
wishing to do business with the Federal Government. 

Does my school need a CAGE code? 
Yes. A school must enter a valid CAGE code to complete the set-up of the school's profile. 

Where does my school get a CAGE code?
 
If your school does not have a CAGE code, it will need to register with the System for Award Management
 
(SAM ) at http://www.sam.gov/. 


The Federal Government cannot pay invoices to vendors that do not have a CAGE code or that have an expired 
CAGE code. 

After requesting a CAGE code, how long will it take to be recognized in GoArmyEd? 
GoArmyEd currently receives refreshed data from the SAM database on the first of each month.  If you do not 
have a valid CAGE code at this time, you will not be able to complete your school profile set-up in GoArmyEd until 
you have registered with SAM and GoArmyEd has received a data refresh from SAM that includes your school 
and CAGE code number.  You will need to come back into GoArmyEd after the start of the next month to 
complete the step. 

Note: GoArmyEd receives daily data updates from SAM and you will only need to wait one business day for 
changes to your SAM data to be reflected in your school profile. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

5) Select the “School Profile Refresh” button to display all the updates you have made on the page. 

In this example, the Update Non-LOI School page has been saved.  The School Profile tab displays the 
yellow triangle symbol. Continue with completing the Invoice and Course Admin and GPC POC setup. HQ ACES 
must review the information you have provided on the Update Non-LOI School page and assign a SDN before the 
School Profile tab is considered completed.  

School GoArmyEd Account Set-up – Invoice Administrator Set-up 

1) Select the Invoice Admin tab. 

2) The Invoice Admin Set-up page appears.  You must assign at least one Invoice Administrator for your school 
to create and submit invoices and view invoice history. As the Primary POC, you may make yourself the 
Invoice Administrator. Anyone to whom you assign the role will receive an automated email with a user name 
and temporary GoArmyEd password. Specific training for this role will be available in GoArmyEd. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Set-up – Invoice Administrator Set-up 

a) Select the drop-down arrow in the 
“Existing School User(s)” field to 
view any school users you have 
already created an account for in 
GoArmyEd. You may select one of 
those users as the Invoice 
Administrator at your school. 

b) Select a name in the drop-down list 
if the person you want to designate 
as the Invoice Administrator 
appears, then select the “Submit” 
button. 

c) To add the name of a new person 
at your school to serve as the 
Invoice Administrator, select the 

“Add New User” link. 

3) If you selected the “Add New User” link, scroll to the New User section and complete the fields marked with 
an asterisk (*) to add a new user to the drop-down list of existing new users. 

A message appears asking if you want to submit. Select the “OK” button to continue or the “Cancel” button to 
clear the information entered. 

a) Enter the first name of the person in the 
“First Name” field. 

b) Enter the last name of the person in the 
“Last Name” field. 

c) Enter the person’s email address in the 
“Email” field. 

d) Enter the person’s address and phone 
number in the applicable fields (may be 
optional). 

e) Select the “Submit” button to add the 
person’s name or the “Cancel” button to 
clear the information you entered. 

4) The Invoice Admin Setup tab appears with a green checkmark indicating the step is complete.  The person 
you have added is sent an email with his or her GoArmyEd account access information, including his or her 
user name and a temporary password. 

Select the “Return to Account Setup” link. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Set-up – Invoice Administrator Set-up 

5) The Invoice Admin Setup tab reappears.  The Assigned Invoice Admin User(s) section displays the name you 
added to serve as your school’s Invoice Administrator.  To add additional personnel to serve as Invoice 
Administrators, repeat steps two and three of the School GoArmyEd Account Set-up – Invoice Administrator Set
up. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Set-up – Course Administrator Set-up 

1) Select the Course Admin Set-up tab. 

2) The Course Admin Set-up page appears.  You must assign at least one Course Administrator for your school 
to post grades electronically for Soldiers at your school.  As the Primary POC, you may make yourself the 
Course Administrator. Anyone to whom you assign the role will receive an automated email with a user name 
and temporary GoArmyEd password. Specific training for this role will be available in GoArmyEd. 

a) 

b) 

c) 

Select the drop-down arrow in the 
“Existing School User(s)” field to 
view any school users you may 
select as the Course Administrator at 
your school. 
Select a name in the drop-down list if 
the person you want to designate as 
the Course Administrator appears, 
then select the “Submit” button. 
To add the name of a person at your 
school to serve as the Course 
Administrator, select the “Add New 
User” link. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Set-up – Course Administrator Set-up 

3) 

a) Enter the first name of the 
person in the “First Name” 
field. 

b) Enter the last name of the 
person in the “Last Name” 
field. 

c) Enter the person’s email 
address in the “Email” field. 

d) Enter the person’s address 
and phone number in the 
applicable fields. 

e) Select the “Submit” button 
to add the person’s name or 
the “Cancel” button to clear 
the information you entered. 

f) A message appears asking if 
you want to submit. Select 
the “OK” button to continue 
or the “Cancel” button to 
clear the information 
entered. 

If you select the “Add New User” link, scroll to the New User section and complete the fields marked with an 
asterisk (*) to add a new user to the drop-down list of existing new users. 

4) The Course Admin Setup tab appears with a green checkmark indicating the step is complete.  The person 
you have added is sent an email with GoArmyEd account access information, including a user name and a 
temporary password.   Select the “Return to Account Step” link. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Set-up – Course Administrator Set-up 
5) The Course Admin Setup tab appears. The Assigned Course Admin User(s) section displays the name you 
added to serve as your school’s Course Administrator. To add additional personnel to serve as Course 
Administrator, repeat steps two and three of the Course Administrator Set-up. 

School GoArmyEd Account Set-up – TA GPC POC Set-up 

1) Select the TA GPC POC Setup tab. 

2) The School GoArmyEd Account Set-up/GPC POC Setup page appears.  You must assign at least one and no 
more than three Government Purchase Card (GPC) points of contact for your school to submit authorized 
invoices to Army for payment. As the Primary POC, you may make yourself the GPC POC. Anyone to whom 
you assign the role will receive an automated email with a user name and temporary GoArmyEd password. 
Specific training for this role will be available in GoArmyEd. 

a) Select the drop-down arrow in the 
“Existing School User(s)” field to view 
any school users you may select as the 
GPC POC at your school. 

b) Select a name in the drop-down list if the 
person you want to designate as the 
GPC POC appears, then select the 
“Submit” button. 

c) To add the name of a person at your 
school to serve as the GPC POC, select 

the “Add New User” link. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Set-up – TA GPC POC Set-up 
3) If you selected to the “Add New User” link, scroll to the New User section and complete the fields marked 

with an asterisk (*) to add a new user to the drop-down list of existing new users. 

A message appears asking if you want to submit. Select the “OK” button to continue or the “Cancel” button to 
clear the information entered. 

a) Enter the first name of the 
person in the “First Name” field. 

b) Enter the last name of the 
person in the “Last Name” field. 

c) Enter the person’s school email 
address in the “Email” field. A 
group email address or 
commercial email address such 
as Yahoo!® may not be used. 

d) Enter the person’s address and 
phone number in the applicable 
fields. 

e) Select the “Submit” button to 
add the person’s name or the 
“Cancel” button to clear the 
information you entered. 

4) The GPC POC tab appears with a green checkmark indicating the step is complete.  The person you have 
added is sent an email with their GoArmyEd account access information, including a user name and 
temporary password.   Select the “Return to Account Step” link. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Set-up – TA GPC POC Set-up 
5) The GPC POC tab appears. The Assigned GPC POC User(s) section displays the name you added to serve 
as your school’s GPC POC.  To add additional personnel to serve as GPC POC, repeat steps two and three of 
the GPC POC Set-up. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Set-up – HQDA G-3/5/7 GPC POC Setup 

1) Select the HQDA G-3/5/7 GPC POC Setup tab. 

2)	 Please provide up to three Headquarters (HQDA) G-3/5/7 Government Purchase Card (GPC) Points of 
Contact (POC). A HQDA G-3/5/7 GPC POC will receive an email after your school invoices are approved by 
the Army to provide him or her with a credit card number that the school is authorized to use to process 
payment. Anyone you provided this role will receive an automated email with their username and temporary 
password to GoArmyEd. You must use an individual employee email address for the HQDA G-3/5/7 GPC 
POC. It may not be a group email address or a personal email account such as Yahoo!, Hotmail, or Gmail. 

a)	 Select the drop-down arrow in the 
“Existing School User(s)” field to view 
any school users you may select as the 
HQDA G-3/5/7 GPC POCs at your 
school. 

b)	 Select a name in the drop-down list if the 
person you want to designate as the 
HQDA G-3/5/7 GPC POC appears, then 
select the “Submit” button. 

c)	 To add the name of a person at your 
school to serve as the HQDA G-3/5/7 
GPC POC, select the “Add New User” 

3) If you selected to the “Add New User” link, scroll to the New User section and complete the fields marked 
with an asterisk (*) to add a new user to the drop-down list of existing new users. 

a) Enter the first name of the person in the “First Name” field. 

b) Enter the last name of the person in the “Last Name” field. 

c) Enter the person’s school email address in the “Email” field. A group email address or commercial email 
address such as Yahoo!® may not be used. 

d) Enter the person’s address and phone number in the applicable fields. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Set-up – HQDA G-3/5/7 GPC POC Setup 

e) Select the “Submit” button to add the person’s name or the “Cancel” button to clear the data. 

A message appears asking if you want to submit. Select the “OK” button to continue or the “Cancel” button to 
clear the information entered. 

4) The HQDA G-3/5/7 GPC POC tab appears with a green checkmark indicating the step is complete.  The 
person you have added is sent an email with their GoArmyEd account access information, including a user 
name and temporary password. Select the “Return to Account Setup” link. 

Version 13, Last revised October 2015 Green underlined text designates new information or changes Page 22 of 25 



        

 

                                   

      

    
  

     
 

 
 

 
 
 

 

Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Set-up – HQDA G-3/5/7 GPC POC Setup 
5) The HQDA G-3/5/7 GPC POC tab appears. The Assigned GPC POC User(s) section displays the name you 
added to serve as your school’s GPC POC.  To add additional personnel to serve as GPC POC, repeat steps 
two and three of the School GoArmyEd Account Set-up – GPC POC Set-up. 
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

School GoArmyEd Account Set-up – Confirmation 

1) Select the Confirmation tab. 

2) The Confirmation page appears. Completed steps are marked with a green checkmark.  When all steps are 
completed, your school will be listed among those that are eligible to receive TA in GoArmyEd. 

Note: In this example, the School Profile tab displays the yellow triangle symbol. 

All the School GoArmyEd Account Setup steps must be completed before you can view your GoArmyEd 
homepage. You will be able to modify any information provided during set-up at any time from your GoArmyEd 
account. 

Next Step: In order for the School Profile tab to be considered completed, HQ ACES will review the School’s 
Profile and will assign a SDN within 2-3 business days. Your final step is to send an email to 
usarmy.knox.hrc.mbx.tagd-aces@mail.mil alerting HQ ACES you have completed your school profile setup. 

The TA Payment method must also be approved if the Government Credit Card option was not selected. This 
may take more than 2-3 business days for approval.  
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Part II-Getting Started–Primary Point of Contact (POC) - First Time Access to Your Non-Letter of Instruction (Non-LOI) School GoArmyEd Homepage 

Accessing Your GoArmyEd Homepage 

Your Primary POC GoArmyEd homepage appears once all the steps have been completed and are marked by a 
green checkmark. 

From the GoArmyEd homepage you will be able to modify or update any information you provided during the set-up 
process.  You will be able to create and track GoArmyEd Helpdesk requests with the Army.  The page also will 
enable you to access additional training on how to use GoArmyEd as it is posted to the site by selecting the 
“Training” link listed in the School Resources section. View additional Step-by-step Instructions for various 
processes by selecting the “Reference Documents” link listed in the School Resources section or “Helpdesk” 
button located at the top of your homepage. Review the “Access Primary Point GoArmyEd Homepage” training 
document for more information on functions and features in your GoArmyEd account. 
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