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Purpose

This guide provides an overview on navigating the Education Institution (El)’s dashboard. The functions available to the El
User are: Home, Queue, Search Student Records, Finance, Degree Management, Find Ed Center, Account Profile,
Document Repository, Help Center, Use ArmylgnitED as, and Sign Out. The El User can follow the steps below to access

each function.

ignitEdQ I!g Queue Students Finance Degree Management Find Ed Center Support Welcome Michael
© P;— =
ossl
e - i ©
Ll
Welcome to ArmylgnitED.
Help students pursue an education to advance their military career. Get
started now.
View Queue Search Student Records
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Academic Queue

Pending Education Path Pending Degree
Requests Conferrals
Education Path Request
L] v 0 items selected Search:
Select  Assigned : Student Name : Degree Level : Area of Study : Date Requested :
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Navigate Education
Institution (EI)
View ¢ Homeand
Queue Tabs

On the Homepageyou
have access to shortcuts
that allow you to view
your queue and search for
student records. You are
also able to use the tabs
to navigate to other
functions provided in
ArmylgnitED.

In the Queuetab you’re
able to view the following:

A Pending Education Path
Requests

A Pending Degree
Conferrals
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Navigate Education Institution (EView ¢ Students Tab

Education Institution

On the Studentstab you’re able to search for the records of students registered with your El in ArmylgnitED. You can

search for students using one of the following:

Astudent Name

ARank
Alnstallation
AEducation Center
ignitEdﬁ Home Queue Finance Degree Management Find Ed Center Support Welcome Michael
Student Record Search
Search:
Navigate Education Institution (EWiew ¢ Finance Tab
On the Financetab you’re able to do the following:
A Review Tuition Assistance Requests
A Create Invoices
A Submit Invoices
A Review Submitted Invoices
Students Finance Degree Management Find Ed Center Support Welcome Michael

Home  Queue

ignitedx

M Review Requests Create Invoice Submit Invoice

Review TA Requests

Reject TA requests prior to invoicing.

~ Semester Army
Cost

Start
Date

~ End

~
Reject
¥ Date v e

User ID: Student Name:

¥ Hours
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Invoice & Request History
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Navigate Education Institution (EWiew ¢ DegreeManagement Tab
On the Degree Managementab you’re able to:

52gyf2FR adOagé CAfS ¢SYLX!IISEH R adOadé CAf Sa

A Course Enroliment A Course Enroliment
A Degrees A Degrees
A Grades A Grades
A Student Degree Plan A Student Degree Plan
A Ed Path EI Decision A Ed Path El Decision
A Graduation A Graduation
ignitedﬁ Home  Queue  Students  Finance [T S FindEdCenter Support Welcome Michael

Degree Management

All uploaded documents must follow the format of the downloadable
.csv templates below. Files must be uploaded before 2300 EST for
information to be populated within the system by the following 0800

EST.

Download .csv File Templates ~
& Course Enrollment X Student Degree Plan
X Degrees X Ed Path El Decision
X Grades X Graduation

Select the file type, then upload it for submission.

File Type required

About Contact Us

Army Regulation 621-5  +1-877-272-1

Education Ce
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Navigate Education Institution (EWiew ¢ Find EdCenter Tab
The Find Ed Centetab allows you to search for an Education Center using one of the following search criteria:
ACity

Astate

Auic code

AzZip Code

AEducation Center Name

After successfully searching for an Education Center, you are able to view the following information about the Center:

AAddress

APhone Number
AHours of Operation
AEmail Address
AFax Number

Note: Clicking View Profilewill allow you to view additional information about the Education Center you selected.

ignit&dn Home Queue Students Finance Degres Management Find Ed Center Support | Welcome Michael

Find an Education Center

Search: Kentucky Clear All

Showing 3 of 3 Results

ABC Education Center > View Profile
Address Phone Monduy a5 pm

123 Union Street 502-123-4567 Tuesday 9am—5 pm

Suite 22 Wednesday 9 am —5 pm

KY, USA Thursday 9 am — 5 pm

Email Fax Friday 9am -5 pm

) Saturday — CLOSED

Jane.Doe@mail.com 502-765-4321 Sunday - CLOSED

Note: This guide provides high-level overview2 ¥ (G KS 9 RdzOlI GA2Yy LyadAalddziAaz2yQa
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Navigate Education Institution (EIl) ViegvSupport Tab

The Support tab provides access to the following:
A Training Materials- Detailed guides and training simulations on ArmylgnitED workflows.
A Create a CaseTechnical assistance and support related to software and system help.

Note: For more information related to creating a case in ServiceNow, refer to the Create a Casdow to Guide

ignited a Home Queue Students Finance Degree Management Find Ed Center Welcome Michael

Support

Training Materials

Detailed guides and training simulations on
ArmylgnitED workflows.

Create a Case
G Technical assistance and support related to software
and system help.
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Navigate Education Institution (EWiew ¢ Account
1. Click your namein the top right corner and select Account
The Accountsection allows you to view and edit the following information:

A First Name
A Country Code
A Last Name
] o A Phone Number
A Middle Name or Initial .
. A Extension
A Suffix

] A Email Address
A OPEID - Office of Postsecondary

Education Identification code (view only)

ignitedm Home Queue Students Finance Degree Management Find Ed Center Support Welcome Pam

| Account - | |
Education Institution Profile

Pa m Bee s Iey Use ArmylgnitED as a:

Academic Institution

P B Civilian El Vendor

Stanford University sign Out

Account Details

First Name Last Name Middle Name or initial Suffix
OPEID

1234569

Country Code Phone Number Ext.

Email Address

Save Changes

Note: To save any changes made to this page, click Save Changes.

Note: This guide provides high-level overview2 ¥ G KS 9 RdzOF G A2y Ly adAddziAz2yQa
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Navigate Education Institution (EWiew ¢ El Profile [Part 1 of 2]
1. Click your namein the top right corner and select Education Institution Profile
The Education Institution Profileallows you to view the following information:

Note: The Education Institution Profile is split into 2 parts. You are now vievwpagt 1.

Education Institution

ignited :a Home Queue Students Finance Degree Management Find Ed Center Support
- AName of Institution
ﬂ ABC University W l Astatus
Education Institution Profil
i [o emmmmE ||| A programs Offered
Academic Instituti
. — . Coan € Vendr Organization Details
Education Institution Profile I B _
Aunit Type
Education Institution S View notes from HQ ACCESS and USACC ASchool Type
Status: Programs Offered: AAccredltatlon
Active Tuition Assistance Aonboa rding Date
AFICE/OPEID
Organization Details A Academic Term
Unit Type: School Type: Accreditation:
Semester Public National -
Onboarding Date: FICE/OPEID: Academic Term: ContaCt Informatlon
0272072020 1234560 A Administrative Point of
Contact Information Contact
A Finance Point of Contact
Administrative Point of Contact John Doe
Finance Point of Contact  John.Doe@mail.com A Address
Address 123 Union Street A Address Line 1
Address Line 1: A Clty
Suite 22 A State
City: State: Zip Code: Country: .
Lexington KY 40506 us A le COde
A Country
Websites .
. . A Website URL
Website URL: Graduate Website URL:
https://www.abcu.edu https://www.abcu.edu/graduate A Grad uatlon WebSIte URL

Note: Clicking View messages from HQ ACCEE&ws you to view any messages you may have from HQ ACCESS.
Clicking View all course costsllows you view previous, current, and future course costs.

Note: This guide provides laigh-level overview?2 ¥ G KS 9 RdzOF GA2y LyadAaddziaz2yQa
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Navigate Education Institution (EWiew ¢ El Profile [Part 2 of 2]

The second part of the Education Institution Profileallows you to view the following information:

Note: The Education Institution Profile is split into two (2) parts. You are now viewpag 2.

Current Course Costs > View all course costs

Flat Rate Semester Hour

Degree Level Tuition Type Total Semester Hour Cost Cost Effective Date
0

Certificate Distance Learning - $100.00 09/15,/2020
Certificate In-State - 5100.00 09/15/2020
Invoicing
Payment Method: Submission Date:
Electronic Funds Transfer (EFT) on Wide Area Workflow (WAWF) M
Fed Tax ID: Cage Code: Cage Code Expiration:
0001U 12/31/1969

Refund Information

Undergraduate/Graduate Course Completion Percentage Course Refund Percentage
Graduate 55% 25%
Current Course Costs Invoicing Refund Information
A Degree Level A Payment Method A Undergraduate/Graduate
A Tuition Type A Submission Date A Course Completion Percentage
A Total Semester Hour Cost A Fed Tax ID A Course Refund Percentage
A Flat Rate Semester Hour Cost A Cage Code
A Effective Date A Cage Code Expiration

Note: Clicking View All Course Costsill allow you to view all of the costs associated with your course(s).
Note: This guide provides laigh-level overviewof the Education Institution Dashboard. ® ited Q
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Optional: Navigate Education Institution (El) Dashboagrdwitch User Roles

Users who have multiple roles within ArmylgnitED can switch between their roles to complete tasks in each respective
role. Once assigned a role in Liferay, the role will be added to the username dropdown in ArmylgnitED.

1. Click your namein the top right corner and select the role you would like to Use ArmyIgnitED as a:
2. A gray banner will appear confirming you have switched your role: , 2 dzQNXB  yA2miylgnitEZDAs \A:3

Note: You are now using ArmylgnitED with the permissions of the role you selected.

ignitedz m Queue Students Finance Degree Management Find Ed Center Support g Welcome Michael

Account

O You're now using Army IgnitED as a: Academic Institution | vesmignrevosa

_o Bursar, Florida Technical Community College

Bursar, University of Florida

Academic Institution

Vv

-

.n Finance, Florida Technical Community College

Sign Qun
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Welcome to ArmylgnitED.

Help students pursue an education to advance their military career. Get started now.

View Queue | Search Student Records ‘

Optional: Navigate Education Institution (El) Dashboagdwitch Education Institutions

Users who are associated with multiple Education Institutions can switch between Els to have their queues populate with
the chosen El's information. Once associated with an El in Liferay, the El will be added to the username dropdown in
ArmylgnitED.

3. Click your namein the top right corner and select the Education Institution you would like to Use ArmyIgnitED as a:

Note: Click Sign Outto log out of ArmylgnitED.

Note: This guide provides high-level overview2 ¥ G KS 9 RdzOF G A2y Ly aidAdGdziA2yQa
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