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Purpose 
This guide highlights the process to creating a credential path and requesting credentialing assistance through 
ArmyIgnitED. To begin this process, the student must have a credential path to which the assistance can be applied. This 
guide will go through the process of creating a credential path then, creating a request for credentialing assistance.

Steps to Creating a Credential Path
1. Log in to ArmyIgnitED. 
2. From the Home Page click Add Credential Path. 

Note: You are able to create as many credential 
paths as needed. If a credential path has already 
been created, skip to Step 17.

3. Confirm your personal, contact, and mailing 
information:

• First Name
• Last Name
• Middle Name
• Preferred Method of Contact
• Additional Methods of Contact
• Home Phone
• Duty Phone
• Mailing Address

Note: Clicking the Edit Pencil allows you to 
update any of your information.

4. Click the yellow next arrow.
5. Select a credential path option then click Select. 

• MOS
• Other

6. Click the yellow next arrow.
7. Select an option and specify if the credential is 

new or a re-certification.
8. Click the yellow next arrow.
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Note: Clicking the white return arrow will return 
you to the previous page.

Pending Assistance

OtherMOS or ASI
Does the credential you want 
to pursue show up as  “most” 
related to your MOS or ASI on 
Army Cool?

If the credential you would 
like to pursue does not align 
with your MOS or ASI, please 
select this option.

e.g., 68W Combat Medic Specialist can 
pursue the credential for Advanced 
Emergency Medical Technician (AEMT)

e.g., You may pursue the PMP 
credential if you are interested in  
gaining project management skills.

MOS/ASI

Which MOS or ASI would you like to pursue a Credential Path under?

Credentialing Assistance
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Steps to Creating a Credential Path
9. Search for the credential you are interested in 

pursuing using the text entry field then, click 
Select.

10. Click the yellow next arrow.
11. Select all methods you will be using to achieve 

your credential by clicking the corresponding 
checkbox:

• Prepare for Credentials with Trainings
• Take Credential Exam
• Complete Applicable Work Experience

12. Click the yellow next arrow.
13. Your Credential Path Summary appears 

presenting you with the option to discuss your 
credential path with your counselor prior to 
submission and/or add a note to your credential 
path.

Note: Clicking on a prior step will allow you to 
edit or review the information you submitted.

14. Click Finish.
15. Your Credential Path has been submitted. Click 

Continue with CA Request to continue and 
create a Credentialing Assistance Request or Go 
to Your Homepage to return to your 
ArmyIgnitED homepage.

Note: In this guide we will return to the 
ArmyIgnitED homepage to provide as much 
information regarding the credentialing 
assistance request creation process as possible.

Note: Clicking the white Return arrow, cancel, 
or the X in the top right of a page will return 
you to the previous page. 
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Finish

Media Composer

Lighting Specialist

MOS/ASI

MOS/ASI

MOS/ASI

Please select all methods you will be using to achieve your credential ASCR Media Composer and agree 
to the requirements criteria below. 
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Steps to Creating a Credentialing 
Assistance Request
16. Click Request Credentialing Assistance.
17. Select the credential path your request relates to, 

then click Request Credentialing Assistance.
18. Search for the training and/or exam you want to 

request credentialing assistance for using the text 
entry field. Enter one of the following:

• Training Name
• Exam Name
• Vendor
• State
• Country

19. Filter your search results with the following 
categories:

• Exam
• Training
• Online
• In Person

Note: Multiple filter categories can be selected. 
Clicking Don’t see a related vendor? will allow you 
to send an email to ACCESS for more information 
regarding the missing vendor.

20. Click Select + next to the training or exam.

Note: Clicking Remove will deselect the training or 
exam. Clicking Website will take you to your vendor’s 
external website.

21. Click the yellow next arrow. 

Note: Clicking the white return arrow will return you to 
the previous page.
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Pending Assistance

MOS/ASI: Security+ ce

Robert’s Security+ ce Robert’s Rare Jewels     Online

Robert’s Security+ ce Robert’s Rare Jewels     Online
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Credentialing Assistance

Request Credentialing Assistance

Credentialing Assistance Request Form

Below are all the trainings and exams available related to your credential 
MOS/ASI: Security+ ce. Search for the training or exam for which you would 
like to request Credentialing Assistance funding. 
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Steps to Creating a Credentialing 
Assistance Request
22. Enter the start and end date for your 

selected training or exam.

Note: A Credentialing Assistance request 
cannot be submitted for a training or exam 
within 30 business days of the start date of 
the request.

23. Select the cost types you would like 
credentialing assistance for then specify if 
this will be your last credentialing 
assistance request for your credential path.

24. Click Upload File to attach any relevant 
documentation supporting eligibility 
requirements for the credentialing 
assistance request.

25. Click the yellow next arrow.
26. Review your information:

• Credentialing Assistance 
• Tuition Assistance
• Future Assistance
• Total Amount Per Year
• Credential Path
• Vendor Name
• Vendor URL
• Training Name
• Start and End Dates
• Cost Type
• Vendor Account Required
• Title
• Cost
• ISBN and Quantity
• Attached Files
• Total Cost
• Credentialing Assistance
• Your Payment Requirement

27. Click Done.
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Pending
Assistance

Pending Assistance

Robert’s Rare Jewels         Robert’s Sec+

Robert’s Security+ ce

Robert’s Rare Jewels

Robert’s Security+ ce

Robert’s 
Security+ 
ce

Robert’s 
Rare 
Jewels

Credentialing
Assistance

Credentialing Assistance

Before submitting your CA Request, 
make sure you meet all 
requirements outlined in Army 
COOL.

Robert’s Security+ ce 
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Optional – Steps to Closing a 
Credentialing Assistance Request
In order to close a Credentialing Assistance Request you 
will need to provide proof of completion within 10 days 
of marking it as complete.

1. From the My Credential Path screen, find the 
Credential Path with the Credentialing Assistance 
Request you would like to close.

2. Click the name of your credential path to navigate 
to the Credential Path Details page.

3. Once you have proof of completion, upload your 
document, then click Submit Proof. 

4. Verify that you’ve uploaded the correct document 
then click Submit.
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MOS/ASI

2

3 Submit Proof

Edgar Poe

4

Proof.pdf

Note: Clicking Cancel will allow you to cancel the 
upload process of the document.

Note: Once your proof has been uploaded it will reviewed 
by the ACCESS team and you will received a response 
regarding your proof via email. 
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Optional- Steps to Withdrawing a Credentialing Assistance Request
Using the same Credential Path Details page you are able to withdraw your Credentialing Assistance Request for either 
personal or military reasons.

Personal – your reason for withdrawing pertains to a personal non-military situation

Military – you must withdraw due to Military Order or unforeseen military-related reasons

1. Click Request Withdrawal to start the process of withdrawing your request.
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Robert’s Rare Jewels Security+ 

Edgar Poe

2. Select whether the withdrawal is personal or military related. 
3. Upload any supporting documentation then click Submit.

Note: You can select a personal withdrawal at any point while your 
Credentialing Assistance Request is active. However, if you request a 
personal withdrawal after ACCESS has paid for your trainings/exams it will 
trigger recoupment (repayment of funds). 

You can select a military withdrawal at any point wile the Credentialing 
Assistance Request is active. To request a military withdrawal, you are 
required to upload a completed CA Recoupment Waiver – Military 
Withdrawal (WM) Reasons form to support your reason which will then 
need to be approved by ACCESS HQ. 

If ACCESS HQ approves your military withdrawal request, then you will not 
be recouped for the cost of your credentialing assistance request. If ACCESS 
HQ rejects your military withdrawal request, then you will be recouped for 
the cost of your credentialing assistance request.

Note: Clicking the CA Recoupment Waiver – Military Withdrawal (WM) 
Reasons hyperlink will redirect you to an online pdf version of the CA 
Recoupment Waiver – Military Withdrawal (WM) Reasons form which can 
be saved on your personal device. It is recommended that you use a laptop 
or desktop to save this form. 
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Optional – Steps to Mark a 
Credential Path as Complete

In order to mark a credential path as complete, 
you must not have any active credentialing 
assistance requests against the credential path.

1. From the My Credential Path screen, find the 
Credential Path you wish to mark complete.

2. Click Complete Path.
3. Read the confirmation message:

• Are you sure you want to complete 
your [Credential Path Name]
credential path? You will no longer be 
able to request credentialing 
assistance for this path.

4. Click Yes.
5. Once you have marked your credential path 

as complete, click the name of your 
credential to navigate to the Credential Path 
Details page.

Note: Once your credential has been 
completed the status will change from in-
progress to complete.
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