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To help navigate the slides:

Slides 3-5: Cancelling a CA Request (Before Payment is made)

Slides 6-15: Requesting a Withdrawal (After Payment has been made)

Slides 16-17: Don’t See Your Vendor? 

Slides 18-19: Requesting Extensions

Slides 20-21: Requesting a Status When Case Has Been Moved to Finance

Slides 22-24: Turning in Your Certificate of Completions (Grades) 

Slide 25- Need Assistance or Counseling?  Schedule your appointment with a CA 
Counselor now!



US Army Combined Arms Center
DRIVE CHANGE, FORGE VICTORY!

Cancelling a CA Request

BEFORE PAYMENT
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Cancelling a CA Request cont.

From the homepage, click on “Funding Requests”
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Cancelling a CA Request cont.

If the CA Request is in the “Pending ACAPO Review” status, click “CANCEL” then 
“Yes” when prompted.

If in any other status, contact ACAPO within ArmyIgnitED using the 
“Credentialing Assistance (CA) Office” category to request the withdrawal from 

that CA request
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AFTER PAYMENT 
HAS BEEN MADE

Withdrawal
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Per the Updated CA Policy: 

• Soldiers who withdraw from a CA-approved course or exam must contact the 
vendor and ACAPO to request the withdrawal.

• Any unused portion of CA funds will be returned to the Soldier’s allowable FY 
funds and or will be deducted from recoupment amount owed without an 
approved waiver.

• Soldiers requesting a recoupment waiver must download, complete, and 
submit the DA Form 7793 found in Army pubs in the ArmyIgnitED portal. 
Soldiers must initiate a separate DA Form 7793, Request for Recoupment 
Waiver, for each course when a grade of W is submitted. 

• The first commander in the Soldier's chain of command exercising the Uniform 
Code of Military Justice authority must endorse recoupment waiver requests 
and verify that the reasons for withdrawing were clearly beyond the Soldier’s 
control such as emergency leave, reassignment, natural or man-made disaster, 
illness, hospitalization, or unanticipated military missions.

Withdrawal cont.
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From your homepage in ArmyIgnitED account, click ‘Messages’ on the 
left side menu or choose the envelope icon at the top of your screen

Withdrawal cont.
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To compose and send a message, click ‘Create Message’ in the top right 
corner of screen

Withdrawal cont.
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Category:  Credentialing 
Assistance (CA) Withdrawal

Subject: Request for 
Withdrawal

Body:  Provide information on 
the case you wish to withdraw 
from- Case ID#, Title of the 
Course.

NOTE!! Soldiers who receive a grade other than a “W” for withdrawing from the 
course or exam will not be able to submit a request for recoupment waiver for it. 

Withdrawal cont.
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Once ACAPO enters the grade of 
“W”, you will receive an email letting 

you know you have a message 
waiting for you to view regarding 
course recoupment. Please check 

messages in the ArmyIgnitED portal 
and view the recoupment action 

message.

Withdrawal cont.
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Withdrawal cont.

From the homepage, click on “Recoupments” found on the left side of the screen. 
Then click on “Process Recoupment”

Read the information, 
then click on “I 

Understand These 
Conditions”
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Soldiers have 3 choices for ‘Method of Recoupment’ (Soldier must scroll as Waiver 
does not appear when Soldier first sees it):

 
1. Lump Sum Payroll Deduction 

2. Payroll Deduction (up to 6 months) 
3. Waiver (a Request for Recoupment Waiver) 

Withdrawal cont.
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Select the Reason for Withdrawal, then upload the DA Form 7793

Withdrawal cont.
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‘Waiver’ -> ‘Recoupment Waiver Reason’ -> Upload SUPPORTING DOCUMENTATION 
(Orders, Medical, Emergency Leave Form, etc.) -> ‘Submit’

 NOTE: Supporting documents are no longer required.  Upload a signed DA Form 
7793 in all required boxes. 

NOTE: ‘Waiver’ CAN ONLY BE SELECTED FOR A ‘W’ GRADE!!!
NOTE:  Vendors DO NOT have to provide a withdrawal letter/memo (that only applies 

to TARs)

Withdrawal cont.
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Vendor Request
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Category:  Credentialing 
Assistance (CA) Office

Subject: Request to Add 
Vendor

Body:  Provide information: 
Vendor name, Vendor URL, 
Vendor POC, Vendor Email

ACAPO will reach out to the vendor to request they participate

If Soldiers are looking for a specific vendor and don’t see them, Soldier can 
send an ArmyIgnitED message!

Don’t See a Vendor?
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Requesting an Extension
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Category:  Credentialing 
Assistance (CA) Office

Subject: Request for extension

Body:  Provide:  
Name, case number (ID 
number), title of course, and 
exact date of extension 
(example- 5 May 25).  

ACAPO will review to ensure they can extend.

If a Soldier needs to extend, and they haven’t exceeded 1 year from their start date 
and are not at their ETS date, they can submit an ArmyIgnitED message

Extension? 
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Status Check (After Sent to 
Finance)
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Category:  Credentialing 
Assistance (CA) Finance

Subject: Status of Case (after 
being moved to finance for 
payment)

Body:
Provide Name, case number, 
title of course.

For status on cases that have been moved to finance for payment (and are on the 
start date), Soldiers must send it through an ArmyIgnitED message

Status Check (After Sent to 
Finance) cont.
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Certificate of Completion (Grades)
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• If Certificate of Completion is not uploaded within 30 days after the end date, 
messages for recoupment will begin

• Vendors can provide pass/fail grades for courses they provide or exams they 
receive.  If they do not receive the grade, it is the Soldier’s responsibility to send 
to ACAPO. ACAPO will then apply the grade in the Soldier’s account

• NOTE! Soldiers who receive a passing grade for CA funded training must submit 
an exam funding request within 180 days from the date of the passed training 
to obtain the certification/license. Soldiers who fail to submit a funding request 
for the exam will be sent to recoupment 181 days after the passed training 
grade was entered. If funds remaining upon the completion of training are not 
sufficient to cover the cost of the associated exam, the Soldier must contact the 
Army Credentialing Assistance Program Office (ACAPO) to alternate completion 
options. Soldiers who fail the training are not required to submit an exam 
funding request. 

Certificate of Completion 
(GRADES) cont.
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Category:  Credentialing 
Assistance (CA) Office

Subject: Request to add 
Certificate of Completion

Body:  Provide:  
Name, case number, title of 
course.

ACAPO will review and close in ArmyIgnitED.

To turn in a certificate of completion (grade), Soldiers must send it through 
an ArmyIgnitED message

Certificate of Completion 
(GRADES) cont.
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Need counseling or assistance with CA?  

Need Assistance or Counseling? 

Click on the “Contact An Army CA Counselor” for:

• Soldiers who need counseling assistance for the use of 
Army CA funding can now request Counseling 
assistance! This cell is available to CONUS and OCONUS 
Soldiers. Counseling sessions are available on 
Microsoft Teams

• Soldiers who are unsure of what to pursue, or what 
they may be eligible for can benefit from this 
counseling 

• Soldiers needing assistance with submitting their CA 
Requests can also use this counseling
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Army Credentialing Assistance Program Page:

https://www.cool.osd.mil/army/costs_and_funding/army_credential_assistance.htm

 

Q & A

https://www.cool.osd.mil/army/costs_and_funding/army_credential_assistance.htm
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