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Users without GoOArmyEd accounts can
create a “Request Installation Access”
public helpdesk case by doing the following:

1.

Requesting Installation Access through a Public

Helpdesk Case

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

Select the “Create Helpdesk Case”
link.

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

4 Sesrch Helpdesk Case

| Duplicate case?

| Please do not open a duplicate case if one
already exists. Thank you.




~

Requesting Installation Access through a Public

Helpdesk Case (cont)

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.

4.

Users must enter
contact information.

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

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”

Create Helpdesk Case

MNOTE: If you have a GoArmyEd username and password, please log in to your account and create a helpdesk case after you log in. The case will appear in your Support Sumi
refer to the case for updates.

Please fill in the following information and click the Create Case button below. Fields marked with an * are required.

Case General Information

*First Name:

*Last Name:
*Email:
*Contact Number:

Please check if you cannot be contacted by email: 1

*Subject:

*Please select your Case E]

Type:
Other 6

Detailed Description of the Request Installation Access

*Detalled description of the problem - The more detail you provide? etter we can serve you.)
(such as Mi Waord, jpad, etc.), some special might be rep with an i ion mark or other special character:

Mote: If you copy and paste text from other




Requesting Installation Access through a Public

Helpdesk Case (cont)

7. Apop 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.

| acknowledge by submitting this case | agree to the terms listed in the Annex A and Annex B forms.

NOTE: If you have 8 GoArmyEd usemarme and password, piease 0g in 10 your account and create 3 helpdesk case afer you fog in. The case will appear in your Support Summary and you wil be abie 1o

Please fil in the following information and click the Create Case buton below. Fields marked with an = ane required

Case General Information

*First Name: First Name is required
“Last Name: Last Name 15 requred
"Email; Email is required

"Contact Rumber: Contact Number is required

Please check if you cannol be contacted by email:
* Subject:
Subject is required

“Please select your Case Type: Reques! Instaliation Access[»]

‘Plaase select an Installation '?| Selact an

Please download, fill oul, and work with the ESO on the completed POF o request access o the Installabion Cenler
nk 1o download Annax A (Educatonal Institution Reguest for Access 1o Army QN0 Aty

K Al ! '
Link 1o downioad Annex B (Education Disclosure/Chacklist)

Datailed Description of tha Problem

*Deiniled description of the problem  (NOTE: The mare detail you provide, the batier we can serve you )

Mote: If you copy and paste terl from other sources (such 1% MiIosoft Word, Wornpad, eic |, some special characters might be replaced with an inveried quesion mark or ofher special characters Pleass rev
Please provide che information below: -




Requesting Installation Access through a Public

Helpdesk Case (cont)

9. Select the hyperlinks to download the
Annex A and Annex B documents.

‘ NOTE: If you have a GoArmyEd username and password, please o in to your account and create a helpdesk case after you log in. The case will appear in your Support §

Please il in the following information and click the Create Case button below, Fields marked with an * are required

— Annex A to OPORD - Education Case General nformation

*First Name: First Name is required

Institution Request for Access to ;Ln Lot Nare s e
Army Installation/Activity includes B =
basic institution information and [Ce————
includes a section for the Education =
Services Officer’s (ESO) decision to S’Q"C I

‘ Please select your Case Type: equest Installation Access [

approve or deny access.
‘ *Please select an Installation:

B Annex B to OPOR” - Ed ucatlonal i Pleasedownload ﬁllout andwoﬂ(wmmeESOonthecompleledPDFtorequeslaccesslothe Installation Center,
Disclosure/Checklist includes |Lokiocomess o Ersmondscrorecss
questions about the institution’s T Do i P

*Detailed description of the problem (NOTE: The more detail you provide, the better we can serve you.)

C | a_SS eS , etC . S O th e E S O C an ev aI u ate Note: If you copy and paste text from other sources (such as Microsoft Word, Wordpad, etc.), some special characters might be replaced wfm an inverted question mark or other sp

Please provide the information below

. . . ] . . ‘
the institution’s request for installation R
access_ 2. Institution Name:

‘ 3, Institution Address:

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.

» | Salact an Installation




Requesting Installation Access through a Public

Helpdesk Case (cont)

10.The “Detailed
Description of the

NOTE: If you have a GoArmyEd usemame and password, please 10g in 1o your account and create a helpdesk case after you log in. The case will appear in your Support Summary and you will be able to

Piaasa fill in the following information and click the Create Case button elow, Fields marked with an * are required

Problem” textbox will T
prepopulate with fr ot gt

“Email: Email is required

queStlonS from bOth *Contact Number: Contact Number is required
forms th at must be Please check Il you canniol be contacted by email
completed.

"Subject:
Subject is required
“Please select your Case Type: Request Installation Access =]

"Please select an Installation: Z| Select an Installation

Please download, fill out, and work with the ESO on the completed PDF to request access fo the Installation Center
k 10 download A abional Instl 51 for Access lo A Instaliation/Ag tivity

Detailed Description of the Problem
*Detailed description of the problem  (NOTE: The more detail you provide, the betier we can serve you.)
Gy copy and o [axt from oihes sourcs ; flcros ol Woed Wordpad eic) soms special chara: Qighibe replaced with an inverted question mark or other special characters. Please re:

Please provide the information below:

1. Installavion/Rctivicy:

2. Institution Name:

3. Institution Address:




Requesting Installation Access from GoArmyEd

Account — Schools

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.

SSNIEIN: :
Date of Birth :
User Name :
User Type :
PA Type:

Not Available

Mot Available

deastls2

Active: Inveice Admin, LOI, Course Data Entry, Course Admin, Primary POC
Mot Available

Fields marked with an * are required.

Case User Contact Information

Alternate Phone:

Case General Information

*Please select your Case Type:

Detailed Description of the Pro

*Subject:

Please attach any relevant file herg

*Description 0.

ACTEDS-funded SF 132 Billing Questiﬁs
Army Civilian - Career Program Questiotis

Army Civilian - Training Command Questions
Command-funded SF 152 Billing Questions
Counseling Request

Course Planner Questions

Course/Class Data

Degree Map/Plan Change

Degree Program Management

DoD MOU Questions

Grant G-3/5/7 Batch Course/Class Upload Permissions
Invoicing

Military Education Transcript

Onbeoarding Process

Other

Policy Questions

Request Installation Access
SOCAD Policy Questions
Technical Issue
Training/Using GoArmyEd

TA Funding Status :

User Id :

Degree Plan :

Servicing Education Cente

Primary Phone :




Requesting Installation Access from GoArmyEd

Account — Schools (cont)

« 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. e \
"Ploase select your Case Type: | Request Installation Access =]

* The following modifications Were | e s o s T e |
made to the Helpdesk Case et ey Rt sl - o @
Creation page for Schools: =
— Added Request Installation Deaed escipton of h Prober:

ACEEES CERE P -
— Added required drop down to o0, |

choose installation e
— Allowed attachments of 1 i e

PDF, user can add the 2nd

PDF via “Add note” feature —

{IArmyEd



Taking Action on Requesting Installation Access

Cases: New Subcategories

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

Select New Action:

Close Case -] —

Please attach any relevant file here:

Browse...

Mote: This functionality is NOT intended to replace the ion of eFile d

File size is limited to 4086KE,

Please zip the file if it exceeds 40096KE.

Upload time will vary depending on the connection speed.

Filename must not exceed 250 characters. If exceeded, the file may not upload successfully.

Issue Category: Issue Subcategory: Priority:

Request Installation Access IZ| d Request Installation Access - Pending i @ Normal ©) High

Request Installation Access - Apprave
Case Resolution: {Max 3000 Characters) |Request ]nstallat_lon Access - Deny ) ) )
Note: If you copy and paste text from other (such as Microsoft Word, Wordpad, etc.}, some special might be repl Request Installation Access - More information Reqmred the text that you have pasted and remove the special characters.
- Request Installation Access - Pending

[T] Check if you attempted to contact the student
["] Action Required?




Related Enhancements

*  On the public GoArmyEd site, a
description has been added about B | Ciction” Peacs ues the new
this new functionality in the “Future ‘ B non crosing = helpdoak case,
Changes to GoOArmyEd” section

« 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
Cronangromes

There are 64 TA Eligible Role requests currently pending approval. View CRM Case Queue

There are 398 Course Planner requests currently pending approval. View Course Planner Queue .

There are 9 pending Request Installation Access cases in the unassigned queue. View Reguest Installation Access
Queue




