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Step-by-Step Instructions

How to use the Course Planner

The following Step-by-step Instructions provide the steps on how to use the Course Planner to track your academic
progress in GOArmyEd.

Step Screenshot
1. From your GoOArmyEd Homepage, select the “Course
Planner” Smart Link under the Smart Links section of
your GoArmyEd Homepage.

Course Planner...

2. Review the Quarterly Tuition Assistance Statement of
Understanding if it appears.

Effective 1 Oct 04 ALL Soldiers are required to acknowledge and authenticate an electronic version (e-version) of the Army Tuition
Assistance (TA) Statement of Understanding (TA SOU) at the beginning of each term prior to course enroliment. Soldiers who do not
acknowledge the e-version TA SOU will be placed on HOLD and unable to enroll in courses.

Statement of Understanding for Use with Army Tuition Assistance (TA)

For use of this form, see AR 6215 he propanent aency 1 OCS, G-
OATA REGUIRED BY THE FRVACY ACT OF 1974

s 1usc ousc 20 10USC. 4302, Enised
‘schools; AR 621-5, nd E.O. 9367 (SSN).
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Active Duly SO of two years and Reseive

Officers incur a RDSO of fout Gise for which TA is provided unless involuntarily separated

voluntary separation | will be required to reimburse the Army the amount of TA representing the unserved portion of the ADSO/RDSO.

a. The ADSO reimbursement of TA will not take place prior to OPMD Functional Area Division and Army G1 approval of the request for voluntary separation

b. For National Guard and USAR officers, the service requirement and any recoupment actions with the RDSO will be administered by the component’s officer
personnel management office.

7. REQUESTING TUITION ASSISTANCE:
Itis my responsibility to request TA and withdraw from classes via GoArmyEd and my school, if required by the school.

| AGREE TO THE ABOVE CONDITIONS FOR THE USE OF TUITION ASSISTANCE AS VERIFIED BY MY SIGNATURE BELOW.

@ves

Please enter your password below.
Passwor d:
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Scroll down the screen and select the radio button to
acknowledge that you agree to the terms of the
Statement of Understanding when using Tuition
Assistance

| AGREE TO THE ABOVE CONDITIONS FOR THE USE OF TUITION ASSISTANCE AS VERIFIED BY MY SIGNATURE BELOW.
@ves

Please enter your password belov.
Pas

Enter your GoOArmyEd password in the “Password”
field.

4. Select the “Submit” button to proceed to Course
Planner.

5. The Course Planner screen appears. If a Student
Agreement/Documented Degree Plan has not been
approved by an Army Education Counselor, you will be
prompted to upload your Student Agreement/
Documented Degree Plan into Course Planner.

For additional assistance with uploading your Student
Agreement/Documented Degree Plan review the Step-

Student Agreement / Documented Degree Plan

by-Step Instructions titled “Uploading Student
Agreement/Degree Plan into Course Planner.”

L
Add Attachment

Enter a Title and Description and select "Add Attachment” to Vducadtd
degree plan Gocumants, Hlie aise i imited to 4096 KB, Reduce the fil

All Personal lly ld ntifiable In f orm, (PI1) must be removed. PIL i i toa
clude, t limited to, social security number (ssn) date fbrth pl of birth, mother's maiden name
s,

2 having trouble opening an attached document when using Internet Explorer 8, hold the CTRL button
o aslact the doctment ink or rend the Recommandad Brovaar Settings for IE8 under the Help

ral Tachnolo: ooy suppo np ges. This vill guide you in updating your computer's security settings

510 e Hvielosd of o
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N ‘
Enter the number of units you have remaining to
graduate in the “Units Remaining to Graduate” field
and select the drop-down arrow to select the unit type

for the “Unit Type” field.

NOTE: The number of remaining units to graduate can
be found on your Student Agreement/Documented
Degree Plan.

To begin adding courses to your Course Planner select
the “Select School” button.

Add courses to Planner using: Select School
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7. The Look Up School page appears. The home school ({OArmyEd
listed on your Student Record will pre-populate in the .-
“School Name” field. Fn T S

To find 3 School, enter all or a portion of the name in the 'School Name' field and press the Lookup button. Use city and state information if
knovn, Schools matching your criteria vill be displayed. Once found, click on the desired value.

Some schools' names may be listed multiple times if they have more than one campus. Please be sure to select the correct school or your TA
Request vill not be valid. If a school is not found, it may not have set up a school account vith GoArmyEd. A school must have an account vith
GoArmyEd before TA may be used at the school. Please create a helpdesk case if you cannot find your school for further assistance.

School Name: [Central Texas College

City:
State: Q

Look Up Clear Cancel

Select the “Look Up” button to proceed.

Multiple school listings may appear. Carefully view the
list and select your home school for a listing of courses
offered with that school.

na
nuwaxi achool i not ¢ t m
re TA may be used ot the s¢ ool Dle
ame: [CENTRAL TEXAS COLLEGE
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8. Depending if your school uploaded courses, you WI|| automatically be directed to one of the following paths to
either search database for your course or manually type course information.
PATH 1 PATH 3

The Browse Catalog page appears.

The first letter of the alphabet defaults
to show all Subject Codes starting with
an “A” at your school.

If your school does not upload
courses the Course Planner page
appears. You will need to manually
enter all information for your courses
directly in the Course Planner.

all fields blank and select the

“Search” button to view courses at e
your school. !

Scroll to the course subject and
catalog number you want to add to the
Course Planner. Scroll to the course subject and

Catalog number you want to add to
the Course Planner.
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PATH 1 (continued)

Select the box next to a course in the
“Select” column to request that

specific course. A checkmark appears || _

in the selected box.

V ACCT - A

Amessage appears stating the
selected course has been added to
the Course Planner.

o ACCT 3301 hies baan added 10 yomr Flannar

Select the “Return to Browse
Course Catalog” link to continue
adding classes OR select the
“Return to Course Planner” link to
return to Course Planner.

If a course is not listed, create a
GoArmyEd Helpdesk case to request
your school add the missing course.

Step-by-Step Instructions

Select the “Return to Planner” link to
return to Course Planner.

If a course is not
listed select the
“Course Not
Found” button.

Cowrses Not Found

PATH 3 (continued)

The following fields must be completed
for each course. :
« Subject (i.e., ACCT)
+ Catalog Number (i.e., 2301)
» Course Title (i.e., Composition 1)
« Course Level (i.e., Certificate,
Graduate, High School,
Undergraduate Lower/Upper)
« Course Usage (i.e., Core
Requirement, Free Elective,
Required Elective)
« Unit Type (i.e., Clock, Quarter, or
Semester Hour)
Units (enter number)

Unit Type

Course Title

Subject Course Usage
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The Course Planner screen appea
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_rs with the added courses.

..........

T

Carete Cottege |

Core Roquirement o |Semesier Mowr ot [ |
Cart Cure Rayuiramant o |Samester Mawr Nt Asnilable [
[ ate Lo Cove Rodusament | Bermester e ot Asal Conte |
F— . 1ol 5 ot hsaslab | _Dwwe |
P -
e Vective
Sequred ey

Course
Pt Planner . - School Name
Status
Status
v [New | ‘]Oukau College at Bottineay
v \N'-v [ io.lwu College at Bottineay
Save | Subendt |

your Course

3 - Select the “Submit” button to submit

NOTE: To delete a
course in your Course
Planner select the
“Delete” button

Planner for approval
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10.

A message appears stating you have successfully
submitted your Course Planner. You will receive an
ema“ When your courses have been reviewed and either You have successfully submitted your Course Planner request(s). (25000,914)

approved or reJeCted' You will receive an email when your courses have been reviewed and processed.

OK |

Select the “OK” button.

11.

Select the Close Window link in the upper right corner of
the screen to return to your GoArmyEd homepage.

12.

Frequently Asked Questions
Q: Do I have to submit a Course Planner prior to enrolling into classes?

A: Yes, you will not be able to enroll in a class until courses you enter on the Course Planner are approved.
Course Planner is required once you completed six semester-hours (SH) taken at your home school or nine SH
at any school (whichever comes first).

Q: How is my Course Planner approved?

A: Your Course Planner will be reviewed by either your school or an Army Education Counselor. After you have
been approved for the courses listed on your Course Planner, you will be able to enroll in the approved course or
courses.

Q: How many classes do | have to include in Course Planner?

A: In order to avoid having to resubmit your Course Planner multiple times, you should include all courses that
you know are needed to complete your degree.

Q: Am | able to edit my classes in Course Planner?

A: Yes, if courses are in Pending status, you are able to make edits on the Course Planner.

Q: Can I change my course listings once they are approved in Course Planner?

A: If you change your degree or home school you will need to submit a new Course Planner for approval.
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