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

Navigate Education 
Institution (EI) 
View ςHome and 
Queue Tabs
On the Homepage you 
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 
ArmyIgnitED.

In the Queue tab you’re 
able to view the following:

ÅPending Education Path 
Requests

ÅPending Degree 
Conferrals 

Note: This guide provides a high-level overview of the Education LƴǎǘƛǘǳǘƛƻƴΩǎ ¢ŀōǎ ƛƴ 
ArmyIgnitED.
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Navigate Education Institution (EI) ViewςStudents Tab
On the Students tab you’re able to search for the records of students registered with your EI in ArmyIgnitED. You can 
search for students using one of the following:

ÅStudent Name
ÅRank
ÅInstallation
ÅEducation Center

Navigate Education Institution (EI) ViewςFinance Tab
On the Finance tab you’re able to do the following:
ÅReview Tuition Assistance Requests
ÅCreate Invoices
ÅSubmit Invoices
ÅReview Submitted Invoices

Note: This guide provides a high-level overview ƻŦ ǘƘŜ 9ŘǳŎŀǘƛƻƴ LƴǎǘƛǘǳǘƛƻƴΩǎ ¢ŀōǎ ƛƴ !ǊƳȅLƎƴƛǘ95Φ
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Navigate Education Institution (EI) ViewςDegree Management Tab
On the Degree Management tab you’re able to:

5ƻǿƴƭƻŀŘ άΦŎǎǾέ CƛƭŜ ¢ŜƳǇƭŀǘŜǎ

Å Course Enrollment

Å Degrees

Å Grades

Å Student Degree Plan

Å Ed Path EI Decision

Å Graduation

¦ǇƭƻŀŘ άΦŎǎǾέ CƛƭŜǎ

Å Course Enrollment

Å Degrees

Å Grades

Å Student Degree Plan

Å Ed Path EI Decision

Å Graduation

Note: This guide provides a high-level overview ƻŦ ǘƘŜ 9ŘǳŎŀǘƛƻƴ LƴǎǘƛǘǳǘƛƻƴΩǎ ¢ŀōǎ ƛƴ !ǊƳȅLƎƴƛǘ95Φ
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Navigate Education Institution (EI) ViewςFind Ed Center Tab
The Find Ed Center tab allows you to search for an Education Center using one of the following search criteria:

ÅCity

ÅState

ÅUIC Code

ÅZip Code

ÅEducation Center Name

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

ÅAddress

ÅPhone Number

ÅHours of Operation

ÅEmail Address

ÅFax Number

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

Note: This guide provides a high-level overview ƻŦ ǘƘŜ 9ŘǳŎŀǘƛƻƴ LƴǎǘƛǘǳǘƛƻƴΩǎ ¢ŀōǎ ƛƴ 
ArmyIgnitED.

ABC Education Center

123 Union Street
Suite 22
KY, USA

Jane.Doe@mail.com

502-123-4567

502-765-4321

Hours of Operation
Monday 9 am – 5 pm
Tuesday 9 am – 5 pm
Wednesday 9 am – 5 pm
Thursday 9 am – 5 pm
Friday 9 am – 5 pm
Saturday – CLOSED
Sunday - CLOSED
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The Support tab provides access to the following:
ÅTraining Materials - Detailed guides and training simulations on ArmyIgnitED workflows.
ÅCreate a Case - Technical 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 Case How to Guide
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Navigate Education Institution (EI) ViewςAccount 
1. Click your name in the top right corner and select Account.

The Account section allows you to view and edit the following information:

ÅFirst Name

Å Last Name

ÅMiddle Name or Initial

ÅSuffix

ÅOPEID - Office of Postsecondary 
Education Identification code (view only)

ÅCountry Code

ÅPhone Number

ÅExtension

ÅEmail Address

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

Welcome Pam

1

Account
Education Institution Profile
Use ArmyIgnitED as a:

Academic Institution
Civilian EI Vendor

Sign Out

Note: This guide provides a high-level overview ƻŦ ǘƘŜ 9ŘǳŎŀǘƛƻƴ LƴǎǘƛǘǳǘƛƻƴΩǎ ¢ŀōǎ ƛƴ !ǊƳȅLƎƴƛǘ95Φ
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Navigate Education Institution (EI) ViewςEI Profile [Part 1 of 2]
1. Click your name in the top right corner and select Education Institution Profile.

The Education Institution Profile allows you to view the following information:

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

Education Institution

ÅName of Institution

ÅStatus

ÅPrograms Offered

Organization Details

ÅUnit Type

ÅSchool Type

ÅAccreditation

ÅOnboarding Date

ÅFICE/OPEID

ÅAcademic Term

Contact Information

ÅAdministrative Point of 
Contact

ÅFinance Point of Contact

ÅAddress

ÅAddress Line 1

ÅCity

ÅState

ÅZip Code

ÅCountry

ÅWebsite URL

ÅGraduation Website URL

Note: Clicking View messages from HQ ACCESS allows you to view any messages you may have from HQ ACCESS.

Clicking View all course costs allows you view previous, current, and future course costs. 

Note: This guide provides a high-level overview ƻŦ ǘƘŜ 9ŘǳŎŀǘƛƻƴ LƴǎǘƛǘǳǘƛƻƴΩǎ ¢ŀōǎ ƛƴ !ǊƳȅLƎƴƛǘ95Φ

John Doe

John.Doe@mail.com

123 Union Street

Suite 22

ABC University

https://www.abcu.edu https://www.abcu.edu/graduate

Welcome Pam

1

Account
Education Institution Profile
Use ArmyIgnitED as a:

Academic Institution
Civilian EI Vendor

Sign Out
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Navigate Education Institution (EI) ViewςEI Profile [Part 2 of 2]

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

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

Current Course Costs

ÅDegree Level

ÅTuition Type

ÅTotal Semester Hour Cost

ÅFlat Rate Semester Hour Cost

ÅEffective Date

Invoicing

ÅPayment Method

ÅSubmission Date

ÅFed Tax ID

ÅCage Code

ÅCage Code Expiration

Refund Information

ÅUndergraduate/Graduate 

ÅCourse Completion Percentage

ÅCourse Refund Percentage

Note: Clicking View All Course Costs will allow you to view all of the costs associated with your course(s).

Note: This guide provides a high-level overview of the Education Institution Dashboard.
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Optional:Navigate Education Institution (EI) Dashboard ςSwitch User Roles
Users who have multiple roles within ArmyIgnitED 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 ArmyIgnitED. 

1. Click your name in 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:¸ƻǳΩǊŜ ƴƻǿ ǳǎƛƴƎ ArmyIgnitEDas a:

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

Optional:Navigate Education Institution (EI) Dashboard ςSwitch Education Institutions
Users who are associated with multiple Education Institutions can switch between EIs to have their queues populate with 
the chosen EI’s information. Once associated with an EI in Liferay, the EI will be added to the username dropdown in 
ArmyIgnitED. 

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

Note: Click Sign Out to log out of ArmyIgnitED.
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Academic Institution1
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Note: This guide provides a high-level overview ƻŦ ǘƘŜ 9ŘǳŎŀǘƛƻƴ LƴǎǘƛǘǳǘƛƻƴΩǎ ¢ŀōǎ ƛƴ !ǊƳȅLƎƴƛǘ95Φ


