uition Assistance (TA) Application Process
For Education Goal Type:

The following slides provide step-by-step instructions for requesting
tuition assistance, via AFVEC.
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Applying for TA

= Before you Begin

= To ensure accuracy and avoid delays, you should have your student
registration form while completing your TA request.

= TA applications are initiated on the Air Force Virtual Education Center
(AFVEQ).

= You must FIRST have an approved CCAF education goal, before
applying.
= Ensure your education record is updated. Inaccurate or missing

Information may prevent you from applying for TA. Contact your Base
Education Center for assistance/verification.



Applying for TA

= During the TA Process

= There are eight steps to complete the TA application.
= The header will advise which step you are on. |Onifeliionssisics ppicafon:iep3ofs Schoolfomation
= Only use the navigation buttons at the bottom of each step

= Accuracy of course information is key to ensure your TA application is
approved in a timely manner.

= |ncorrect information on your TA application will result in your
application being Deferred or Disapproved.

= The system calculates to ensure Mil TA does not exceed cap of
$250/SH or $166.66/QH when tuition and fees are added together and
ceiling of $4,500 per fiscal year for pursuit of educational programs.



Fee Policy

= |AW AFIl 36-2306, 5.4.6

Direct (course-related), mandatory, reimbursable/refundable
(after term start date) fees for instruction such as laboratory,
technology, and shop fees, up to semester or quarter hour limits
for the combination of tuition and fees. Fees not covered
Include, but are not limited to, matriculation fees, graduation
fees, parking fees, credit evaluations, medical/health fees,
application fees, registration fees, and student activity fees.
Fees must be listed separately from tuition rates at the time of
the original Mil TA request.



Status of TA

= Checking the Status of your TA Application

= Your supervisor must approve or deny your TA request. They will be
notified via email, based on the information from your education
record. If approved you will receive an email notification.

= After the supervisor, your TA application will be electronically sent to
your Base Education Center that coincides with your servicing Military
Personnel Office.

= Your Base Education Center will either approve, defer, or disapprove
your request. You will receive an email with their decision. NOTE:
Ensure your email address is accurate, in your education record, so
you receive the email.

= |f TA application is approved, log into the AFVEC and click on
Enrollments to print the TA form, if needed. Academic Institutions (Al)
have the ability to view and print TA forms; however, your school may
require students provide a printed TA form.



Changing TA Applications

= |f you need to make any changes to or cancel your TA, itis
approved. Log into AFVEC and click on Enrollments, then [[o]}d ¢ cancel |

Then you may re-accomplish your TA request. NOTE: If you do not
see the button, your TA has already been approved.

= |f you need to make any changes to or cancel your TA, itis
approved , contact your Base Education Center immediately. Note: If
your course has already started, you may be responsible for any
government costs (TA funds).



Demo of TA Application



To apply for tuition assistance, click the Apply for
TA link located on your AFVEC homepage.

In the Spotlight
Annual TA Benefits Training

g fi
h Memorandum of Understanding =upenisor

01132012

Effective 30 Mar 12, the Depariment of Defense (DoD) will require all academic institutions
participating in the Miltary Tuition Assistance (TA) prog...

m:ur Tuition As@
\

Peterson's Air Force Education Resource Center * CCAF View Progress Report
014032012

Peterson's and the U.S. Air Force are proud to introduce your launching point to education CCAF Request Transcript

and career success. You have free access to comprehensive c... * CCAF Course Conversion
v

Peterson's Online Academic Skills Course (DASC) My Support Tickets

010372012 Print Education Record

Peterson's Online Academic Skills Course (QASC) is designed for individuals who want to

build their math and verbal skills to excel i._ ChEE =g e

network access




Mandatory updates will appear on your AFVEC
homepage.

Ny Education Recond Status

Current FY TA Remaining: S4 50000
Lifetime Ceartification TA Remainimg: =4 S0 00
Undergraduaits GPAC PSS
Sraduate GPFAC TN

Your education record has the following issue{s) that need to be
addressed:

MNMeed to be addressed:

dis ou have not received youwr initial counseling briefing. According to AF1 35-2308

Para 7.7, you must r dive imitial Tuition Assistance counseling prior o applying
for TA. Pleass contact your education cenfer.

dly verify DOS in your personal data. wou must contact your education center if your
DO5S neseds to be updated

_-l:‘- Y ouw have not provided information on your superyisor.

Recommendead issues 1o address:

i~ Wou hawve not completed your Annual Military TA Benefits Training. To fake your
traiming pleass navigats to the "Anmnnual TA Benefits Training™ link on the "y
Education Record™ Meanu.

Wienar

Click View My Education Record to access your education
record. Note: Some information must be updated by your
Base Education Center.

You will not be able to apply for TA until they are cleared.



If you do not have any mandatory updates, please
read statements 1-5, before selecting TA type, then
click Start Application.

Online TA Application

In order to make your application process easier, you should have the following pieces of information available;

1, Acopy of your student registration or studant handbook, This will help you identify the courses and course numbers you are taking, the number of semester hours or quarter hours, and the cost per semester or
quarter hour

2. Exactterm dates for the courses you are taking

3. Alistof temized course fees by the academic institution. You should be able to find this on your registration slip or paperwork.

4. Make sure your personal data in your education recard is up-to-date. This is crucial in making sure your application for tuition assistance goes through smaathly

5. Please be aware that TA far courses staring in the ned fiscal year is conditional until receipt atth

* Select Tuition Assistance (TA) you are applyingdf: | Select Tuiton Assistance Type [v|

Select Tuition Assistance Type

Acive Duly




Step 1 requires you to select your your TA
Application will go for approval.

After you select your , Identify if you are

Online Tuition Assistance Application: Step 1 of 8 Tuition Assistance Type

* Select Tuition Assistance [TA) you are applying for: Active Duty

* My TA application will go to: | DYESS (ACC) ﬂ _

§¥ *our servicing Education Center location is the same as your servicing
MPF location. Selecting the wrong education center may result in your

TA application being delayed or dizapproved.

* Are you applying for TA from a deployed location: -::::- Yes _
|:::.::| Mo

Next Cancel

Click to proceed to step 2



Step 2 requires you to Select the Goal your course will
apply toward. Only the approved goals will be listed.

Click to proceed to Step 3

Online Tuition Assistance Application: Step 2 of 8 Education Goal

Thig iz a list of your current approved goals in your education record. Please select the goal that you would like fo apply your courzes to for thiz application and click
“Mext".

Goal Title / School
Aircraft People Select Goal

test

ALAJASIAAS - Associates Degres Select Goal

Back Next Cancel




Step 3 requires you to Enter School and Course Data.

The Student ID refers to your school ID, not military
ID or Social.

(cont on next slide)

Online Tuition Assistance Application: Step 3 of & School Information
* gelect School: AMERICAN MILITARY UNIVERSITY [Change School]
* Select Campus: | AMERICAN MILITARY UNNERSITY- MAIN CAMPUS ﬂ
School Student ID: | 2549356

"l:l" Providing your school student 1D will help your school bill and process
your grade im timely manner.

* Term Start Date: | 10/3/2013 B

* Term End Date: | 12;7/2013
I.:.I Select the exact term dates provided by your institution. Using the
wrong dates can delay your application approval.

Back Next Cancel




Use the calendar icon to select the EXACT term dates.

Online Tuition Assistance Application: Step 3 of 8 School Information
* gelect School: AMERICAN MILITARY UNIVERSITY  [Change School]
* Select Campus: | AMERICAN MILITARY UNIVERSITY- MAIN CAMPUS ﬂ
School Student 1D: | 254955

u Providing your =chool student |D will help your school bill and process
your grade in timely manner.

-

* Term Start Date: | 10/3/2013 =

January 2012

* Term End Date:

1wy your institution. Using the
- 1 approval.

Click to proceed to Step 4



Step 4 requires you to Add Course.

This screen is a combination of your current TA document
courses (if multiple courses are selected), your education goal,
and associated CCAF degree plan. Note: This degree plan is not
currently synced with your CCAF record.

Selected Courses

Course Code - Tifle Credit Type # Credits Credit Cost Gov Cost Wour Cosi .

No Courses

Selected Education Goal

Degree Plan: Mo

General Education Electives Physical Education Technical LMMS

y ing a GE|
reguire you s rom the cours aleg s0 you may not h e opiion fo manually input course information.
you 2 C course, please ensure it will fulfill your CCAF degree requirements by using the Civilian Course Conversion Table (C
checkin

Credit Summary: Required 1500 Completed 7 .44 Other 0.00 Remaining 7.58

Add Course

(cont to next slide)



You will only be allowed to add courses until the Remaining
Credits is more than zero (0)

Click the the course will be applied toward.

Omnline Tuition Assistance Application: Step 4 of 8 Course Information

Selected Courses

Course Code - Tifle | Credit Type # Credits Credit Cost Gov Cost Your Cost

Mo Courses

Selected Education Goal

Title: Aircrafi People

Degree Plan: Mo Degres Plan Uploaded

General Education Electives Fhys=ical Education Technical LMMS

[';j} The general education requirement is satisfied by applying civilian courses accepted in transfer or by testing credit. The courses listed below have been approved by CCAF
to meet the General Education requirement. If you opt for not taking a GEM course, you can manually input your course information or select from the course catalog if your
callege has loaded one. Mote: Some schools require you select from the course cataleg so you may not have the oplion to manually input course information. If the course
you are faking is not a GEM approved course, please ensure it will fulfill your CCAF degree requirements by using the Civilian Course Coenversion Table (CiwCGCT) or

checking with your Education Office.
@Summaw: Required 15.00 Completed 7. 44 Other 0.00 Remainin@

Add Course

Click to proceed




You may select a course from the pre-loaded listing or

Click IElto select course
Click IBto see the course details (description & schedule)

Online Tuition Assistance Application: Step 4 of 8 Course Information

AMERICAN MILITARY UNNERSITY requires you to select a course from their catalog. If your course is not listed below or the course information is not accurate
please contact your local education center or your school. Selecting an incorrect course can delay or cause your application to be disapproved.

School:

Crs Subject: | Al E‘-utnje':t:sﬂ

Course Title Keyword Search:

Search Cancel

ARAB100 - Arabic | UNMDERGRADUATE

CHFD220 - Human Sexuality UMDERGRADUATE

COMMZ00 - Public Speaking UNMDERGRADUATE

(cont. on next slide)



Online Tuition Assistance Application: Step 4 of 8 Course Information

AMERICAN MILITARY UNIVERSITY requires you to select a course from their catalog. If your course is not listed below or the course information is not accuraie
please contact your local education center or your school. Selecting an incorrect course can delay or cause your application to be disapproved.

School: AMERICAM MILITARY UMIVERSITY

Crs Subject: | Al Suhjectsﬂ

Course Title Keyword Search:

Code - Title Lewvel

ARAB100 - Arabic | UNDERGRADUATE
CHFD220 - Human Sexuality UMDERGRADUATE

COMMZ00 - Public Speaking UNMDERGRADUATE

The courses listed above with a 4 in the General Education Mobile (GEM) have been approved by CCAF to meet the general education requirements. GEM is a
parinership between CCAF & parinenng regionally accredited schools to provide general education courses that meet CCAF requirements in an online format, anytime,
anywhere availability. If you opt for not taking a GEM course, you can manually input your course information or select from the course catalog if your college has
loaded one. Mote: Some schools require you select from the course catalog 2o you may not have the option to manually input course information. If the course you are
taking iz not a GEM approved course, please ensure it will fulfill your CCAF degree requirements by using the Civilian Course Converzion Table (CivCCT) or checking
with your Education Office.

(cont. on next slide)




You will need to ensure blocks are populated with
accurate information.

Click to proceed

Online Tuition Assistance Application: Step 4 of 7 Course Information

Goal Area: Electives

*# Course Code: | ACCZ0
Remember,

* Course Title: | Accounting | inaccurate
* Course Level: | undergraduate [+ information may
= result in your TA

request bein
# Course Credit Type: | Semester Hour E| dqeferred Org

# Number of Credits: |3 disapproved

* Course Location: | Op Baze

* Cost Per Credit: § |25

# |z this a Foreign Language Course: [ Yes @ No

Add Course




Now you will see your course information loaded. If you
need to add another course, click Add Course.

If only one course is being applied for, click K& to
proceed to Step 5.

Online Tuition Assistance Application: Step 4 of 8 Course Information

Selected Courses

W Credit Type # Credits Credit Cost T Gov Cost YWour Cost *ruiil\
M ——

COMM200 - Public Speaking Semester Hour 3 $250.00 F750.00 F0.00 F750.00 @

\ Total: 75000 $U.uue/

Selected Education Goal

Title: Aircraft People

Degree Plan: Mo Degree Plan Uploaded

General Education Electives Phy=ical Education Technical LMMS

[i_j] The general education requirement is satisfied by applying civilian courses accepted in transfer or by testing credit. The courses listed below have been approved by CCAF
to meet the General Education requirement. If you opt for not taking a GEM course, you can manually input your course information or select from the course catalog if your
college has loaded one. Note: Some schools require you select from the course cataleg so you may not have the optien fo manually input course information. If the course
you are taking is not a GEM approved course, please ensure it will fulfill your CCAF degree requirements by using the Civilian Course Conversion Table (CivCCT) or
checking with your Education Office.

Credit Summary: Required 1500 Completed 1044 Other 0.00 Remaining 4.55

Add Course




Step 5 allows you to input a fee. Only fees that comply with
AFl 36-2306, Para 5.4.6 may be added. The next slide
reiterates the Fee policy. If you have any questions whether
your fee can be added, please contact your Base Education
Center. Mil TA cap of $250/SH are inclusive of both tuition
and fees. If you are not adding a fee, click to proceed to
Step 6.

If you need to add a fee, click Add Fee. (cont. on next slide)

Online Tuition Assistance Application: Step 5 of 8 Course Fee Information

Mo records to display.

Totals:

f "u
I.I.'I’I Total Tuition for Courges and Course Fees: $750.00 Total Air Force Payment: 3750.00 Your Payment to School: $0.00

Add Fee

Back Mext Cancel




Reminder of Fee Policy

= |AW AFIl 36-2306, 5.4.6

Direct (course-related), mandatory, reimbursable/refundable
(after term start date) fees for instruction such as laboratory,
technology, and shop fees, up to semester or quarter hour limits
for the combination of tuition and fees. Fees not covered
Include, but are not limited to, matriculation fees, graduation
fees, parking fees, credit evaluations, medical/health fees,
application fees, registration fees, and student activity fees.
Fees must be listed separately from tuition rates at the time of
the original Mil TA request.



Select the course you want to apply the fee to.
Next, select the Fee Category from the dropdown
and the Fee Amount. Finally, input the Fee
Description from your school.

Then click Add Fee.

Online Tuition Assistance Application: Step 5 of 8 Course Fee Information

!lh TA will cnly pay for fees that are course specific and for course instruction. Fees must be refundable afler term start. (AF] 36-2306, para 5.4.5)

@ Reference documentation from your school for the amount and description of this fee. If your school has net provided a description for this fee, describe the reason for
the fee to the best of your knowledge.

* Which Course will you be applying a Fee to: (@ COMM200 Public Speaking

* Fee Category: | Technology
>l Remember,

inaccurate
* Fee Description: |Fee added fo all online/DL courses information may
result in your TA
request being
deferred or
Add Fee Cancel disapprOVEd

* Fee Amount: |5p




You will now see your fee listed.

Click Add Fee to add another fee.

Click to proceed to Step 6.

Online Tuition Assistance Application: Step 5 of 8 Course Fee Information

C FEE: Technology - COMMZO00
—

I‘j Total Tuition for Courses and Course Fees: 550000 Total Air Force Payment: 3750.00 Your Payment to School: 350.00

Back Mext Cancel




Step 6: Supervisor Information.

Your supervisor will receive an email, notifying them of your request.
They must approve your request for TA.

Any changes you make here will also update your education file.

Online Tuition Assistance Application: Step 6 of 8 Supervisor Information

! “u
'I:N Werify that your supervizor's contact information is accurate. “our tuition assistance document may be dizapproved if it is incorrect.

* First Name: | jgg

Remember,
inaccurate
* Email Address: information may
result in your TA
request being
deferred or
disapproved

* Last Hame:

Alternate Email Address:

Phone:

Cancel

Click to proceed to Step 7.



Step 7: Review & Verify Application.

Email is used to notify you of your TA’s status.

Online Tuition on: Step 7 of 8 Re & Verity

Personal Data:

Contact Information:

Remember,
inaccurate
information may

result in your TA
request being
deferred or
disapproved

Supervisor Information:

Tuition Assistance Base:

Your Tuition Assistance applicats

School and Term Dates:

Courses and Course Fees:

Co C

(cont. on next slide)



“Top-Up” is available, when there is a student cost.

Online Tuition Assistance Application: Step 7 of 8 Review & Verify Application

Personal Data:
First Name:
Last Name:
Rank:
Assigned Unit:
Duty Phone:
DEROS:
DOS:
TAFMSD:
Contact Information:
Office Symbol:
E-mail Address:
Alternative E-mail Address:
Street Line 1:
Street Line 2:
City:
State:
Zip:
Tuition Assistance Base:
Your Tuition Assistance application is being submitted to:

Schoel and Term Dates:

School

Campus:

School Student ID:
Term Start:

Term End:

Courses and Course Fees:

1202852013

1211351989

Remember, using
Top-Up reduces
your Gl Bill
benefits later.

MAXWELL (AETC)

UNMNERSITY OF MARYLAND UNMERSITY COLLEGE

UNMNERSITY OF MARYLAND UNMNERSITY COLLEGE- MAIN CANMPUS
154268

N2ZTIZ012

WZIZ01Z

Course Code - Title Credit Twvpe

# Credits Credit Cost Gov Cost “rour Cost

ARTT205 - Art Appreciation Semester Hour

FEE: Technology - ARTTZ205 Course Fee

SZ00.00 S600.00 s0.00

£25.00 .00 S0.00

Totals: 5 S0.00

@ VA TOP UP

Some or all tuition assistance will be paid by wou. If you are enrolled in MGIB, you can

wvisit the WA Top Up page to check yvour eligibrility.

elect the WA Top Up Option to cover the additional cost not covered by TA. Please

Yes Use VA TOP UP.

Click to proceed to Step 8.




Step 8 requires you agree to all conditions. Read
each condition carefully and then click in the boxes
to the left. (Cont. on next slide)

Online Tuition Assistance Application: Step 8 of 8 Submit Your Information

¢ the difference to the Air Force andfor the school. | understand that the Air Force will pay 100% of my tuition and fees up to 3250 per SH and 3188.88 per

it has been approved by the Education Services Officer. | understand that TA for courses starting in the next fiscal year is conditional until receipt of the TA
funds.

PRIVACY ACT STATEMENT:

AUTHORITY: 10 U.5.C. 80132 and EC 93297

PRINCIPAL PURPOSE: Toe process an individual's reguest for Air Force tuition assistance. Use of 55N is necessary to make positive identification of the individual and
records.

ROUTINE USES: Records may be disclosed to civilian schools for the purposes of ensuring comect enrcllment and billing information.

DN SCLOSURE 15 VOLUNTARY: Disclosure of 55M is voluntary; however, failure to provide the information required may result in disapproval of the individual's request
for tuition assistance.

PENALTY STATEMERNT:

There are severe oriminal and civil penalties for knowingly submitting false, fictitious, or fraudulent application and for requesting federal funding that duplicates course
costs funded elsewhers.
I certify that the information on this application that | have provided is correct to the best of my knowledge.

SIGH DOCUMENT:

* Enter your AF Portal Username here:




You must enter your AF Portal Username exactly as
It appears under your AF Portal Profile .

%\ %\AF PO RTA SHEMAIL SALERTS S2COMMUNITIES €3 PROFILE

Global Combat Support SySIEREEGESAES L J he SR AF PORTAL

Click 2= to send your request for approval.

Omnline Tuition Assistance Application: Step & of 8 Submit Your Information

You must agree to all conditions in order to submit this application for approval:

E‘ I agree that no changes will be made in the above course(s) andfor fee{s) or dollar amounts without the approval of the issuing education center stafif, otherwise, | will pay
the difference to the Air Force and/or the school. | understand that the Air Force will pay 100% of my tuition and fees up to 3250 per SH and $166.66 per QH. | understand that
my annual fiscal year CGAP is 34500. | agree to pay the remaining amount and any other costs and fees.

E‘ 1AW AFI 36-2306, | will reimburse the Total Government Cost above for non-completions, withdrawals, or unsatisfaciory grades due to reasons within my control. 1
understand that it is my responsibility to ensure my grades are updated in the AF official system of record (AFAEMS/AFVEC). Grades that are 60 days past term end date are
considered overdue and will prevent me from applying for TA and will result in reimbursement of TA. | hereby voluniarily authorize the amount to be withdrawn from my pay if it
is determined that my failure to complete the course was not due to circumstances beyond my control. Collection of this debt will be in accordance with DoDFMR, Wol 7A,
Chapter 50 and AFMARM 54-116, Vol 1, Chapter 69.

El I authorize the release of academic information (course grades, completion status) by the abowve institution to the Air Force (PL 93-565). | agree to notify the education
services office of degree complefion or completion of 15 semester hour incremenis (or quarter hour equivalent) according to AFI 35-2305 for updaie of my military record.

E‘ I understand that this application does not guarantee that funds are available and that the United States Air Force has no cbhligation to fund this application until it has been
approved by the Education Services Officer. | understand that TA for courses starting in the next fiscal year is condifional until receipt of the TA funds.

PRIVACY ACT STATEMENT:

AUTHORITY: 10 U.S.C. 3013 and EQ 9397
PRINCIPAL PURPOSE: To process an individual's requesti for Air Force tuition assistance. Use of 55M is necessary o make positive identification of the individual and records.

ROUTINE USES: Records may be disclosed to civilian schools for the purposes of ensuring cormect enrcllment and billing information.
DISCLOSURE IS VOLUNTARY: Dizclosure of S5HM is voluntary; however, failure to provide the information reguired may result in disapproval of the individual's request for fuition

assistance.

FENALTY STATEMENT:

There are severe criminal and civil penalties for knowingly submitting false, fictitious, or fraudulent application and for requesting federal funding that duplicates course costs funded

elsewhere.
I certify that the information on this application that | have provided is correct fo the best of my knowledge.

SIGN DOCUMENT:

@r your AF Portal Username here: )




If you have any questions,
please contact your Base
Education Center.



