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1. Navigate to www.goarmyed.com and 
select the green Question Mark icon 
to access the Helpdesk Resources 
page.

2. Select the “Create Helpdesk Case” 
link.  

3. When the duplicate message appears, 
users select the “Proceed” button to 
continue.

Requesting Installation Access through a Public 
Helpdesk Case
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Users without GoArmyEd accounts can  
create a “Request Installation Access” 
public helpdesk case by doing the following:
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4. Users must enter  
contact information.

5. Users must enter a 
subject in the 
“Subject” field.

6. Users select a Case 
Type from the drop 
down menu and select 
“Request Installation 
Access” to submit 
visitation requests. 

Users who do not want to 
request installation access 
can select the Case Type 
of “Other”
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The Create Helpdesk Case page appears, which gives users the option to create a case 
depending on type. Because the user is not logged in, contact information is requested.

6

Requesting Installation Access through a Public 
Helpdesk Case (cont)
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7. A pop up message appears 
stating the user agrees to the 
terms listed in the forms and 
selects “OK” to proceed.

8. Users select the installation 
they want to visit by selecting 
the drop-down arrow.  Cases 
will route to the selected 
installation’s unassigned 
queue. 8

Requesting Installation Access through a Public 
Helpdesk Case (cont)
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9. Select the hyperlinks to download the 
Annex A and Annex B documents.
– Annex A to OPORD – Education 

Institution Request for Access to 
Army Installation/Activity includes 
basic institution information and 
includes a section for the Education 
Services Officer’s (ESO) decision to 
approve or deny access.

– Annex B to OPOR” – Educational 
Disclosure/Checklist includes 
questions about the institution’s 
classes, etc., so the ESO can evaluate 
the institution’s request for installation 
access.

When the helpdesk case is received by the 
ESO, the ESO should respond directly through 
email so the case originator can reply with the 
attached documents. 5
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Requesting Installation Access through a Public 
Helpdesk Case (cont)



10.The “Detailed 
Description of the 
Problem” textbox will 
prepopulate with 
questions from both 
forms that must be 
completed. 
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Requesting Installation Access through a Public 
Helpdesk Case (cont)
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School users with 
existing GoArmyEd 
accounts have the 
option to create a 
“Request Installation 
Access” case when 
creating a new 
helpdesk case.  This 
case will be routed to 
the Education Center’s 
unassigned case 
queue.

Requesting Installation Access from GoArmyEd 
Account – Schools 
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• The following modifications were 
made to the Helpdesk Case 
Creation page for Schools:
– Added Request Installation 

Access case type
– Added required drop down to 

choose installation
– Allowed attachments of 1 

PDF, user can add the 2nd 
PDF via “Add note” feature

• School users can download, complete, and upload relevant documents to the case

• Once the case is submitted, email correspondence between the ESO and case 
creator is expected. The school case originator can also track the case in their 
own case queue.

Requesting Installation Access from GoArmyEd 
Account – Schools (cont)



For ESOs taking action on a “Request Installation Access” case, four new 
subcategories have been added for internal tracking purposes:

– Approve
– Pending
– More Information Requested
– Disapprove/Deny

Taking Action on Requesting Installation Access 
Cases: New Subcategories
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Related Enhancements

• Updates to the ACES dashboard:
– New dashboard count in the “Pending Request” section of the ACES home page for 

Request Installation Access case type 
– Visible to ACES, ESO, HQ ACES

• On the public GoArmyEd site, a 
description has been added about 
this new functionality in the “Future 
Changes to GoArmyEd” section


