
How to Apply for Military Tuition Assistance

22 DEC 2010

You must be on the 
AFVEC with your CAC

Click Here to Begin
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Select Active Duty from the drop down menu 
and then click the green arrow.

If you are not on Active Duty you cannot 
apply for TA. Reservist must speak to an 

education advisor regarding TA benefits and 
procedures.
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Select Your Base of Record

Select your Enrollment Reason

Click the Green Arrow to Continue
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Click the “select school” Link

A new text box will appear
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This will let you search for your school
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Select a school from the options listed.
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Be sure you have the 
correct campus. 

Enter in the Term 
Dates. Make sure it is 
the whole term or 
semester. Even if your 
class is 1 week long 
out of the semester, 
your TA must have full 
semester dates!

Click the Green Arrow to Continue
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This search function can take 
longer than entering in the course 
info manually. Click the Add 
Course link to enter classes.
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Here you will be able to enter the course info. 
You can obtain this info from your enrollment 
report or school’s catalog.
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This is an example of course info for a 
Speech class. 

Course Code MUST 
be in this format!!!
All caps, no spaces, alpha-
numeric code!
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A 2nd Example of a Course

Click here once you enter in all the info
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If you have a 2nd course with the same dates 
you can add course to the same document. 
Click “Add Course”

If they have different dates, you must use a 
separate application. 

Once you finish adding courses to this TA, click 
the green arrow.
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TA only covers fees that are directly related to the class and are 
refundable if the course is dropped. If you have one click “Add 
Fee”, if not click the green arrow to continue.

Example: Chemistry Lab Fee



DOE JOHN

John.doe@kadena.af.mil
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This sections lets you 
review your TA application 
before you submit it.

If you see an error you can 
go back and correct it or 
cancel the TA application.



123-45-6789

John J. Doe

18 GSS KADENA

John.doe99@kadena.af.mil

12345
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Click this box if you are 
using VA Top UP
Click the green arrow 
to continue.
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Check all the boxes that the 
form will allow and enter in 
you r AF Portal Username. 
Be sure you understand the 
conditions of AF TA.

If you do not know your 
username you can find 
under your profile info off 
of the AF Portal.
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Once all the boxes are checked 
and your username is entered 
click the middle certificate 
button to submit your TA 
application.
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If you do not see this screen, your TA did not get 
submitted and you will have to resubmit the 
application. This is your confirmation that your 
application was submitted. Please save this!



Approval Email
• -----Original Message-----

From: afvec.support@pentagon.af.mil [mailto:afvec.support@pentagon.af.mil] 
Sent: Tuesday, December 07, 2010 2:10 PM
To: Doe, John J Civ USAF PACAF 18 GSS/GSDE
Subject: AF Tuition Assistance Approved!

•
• *** ATTENTION: DO NOT REPLY TO THIS EMAIL. CONTACT INFORMATION IS PROVIDED BELOW. ***
•
• Hello, 
• Your application for Tuition Assistance has been approved! Please login into AFVEC (https://www.my.af.mil/afvecprod), view your enrollments, and print your approved TA Document. 

You may also be required to digitally sign your TA Document before printing if you have not already done so. A printer icon will be active for two weeks. Take a printed copy of the TA 
Document to your school. If the school does not receive a copy of this document, then payment of tuition may be delayed or canceled. 

•
• If you need to make changes to this TA Document, you must report it to the education center. Make sure you notify the education center of any ADD or DROPPED courses during the 

school's ADD/DROP period. You may be responsible for any additional fees or reimbursement to the Air Force if you do not notify your education center. 
•
• If you applied for VA Top Up, you will need to supply the proper documentation to the VA for payment. The Air Force does not submit this information to the VA. Visit 

https://www.gibill.va.gov/pamphlets/tatu.htm for more information and instructions on submitting your Top Up application.
•
• TA Document Summary: 
• Tuition Assistance Application Request Details
• Application ID: 2689811
• Application Date: 12/7/2010
• School: UNIVERSITY OF MARYLAND UNIVERSITY COLLEGE
• Courses: 
• Course: ACCT610
• Title: FINANCIAL ACCOUNTING
• Term Date: 1/16/2011 - 3/13/2011
• ________________________________
•
• Contact: John Doe <mailto:john.doe99@kadena.af.mil> 
• DSN Phone: 639-9999
• Commercial Phone: 012345678900000
•
• ________________________________
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Once TA is reviewed you 
will receive a notice by 
e-mail on the status of 
your application



JOHN J DOE

22 DEC 2010

You can also check the status of 
your TA under “my enrollments”

If you see a red 
check, your TA is 
approved. You must 
give the form to 
your school for 
proper billing and 
payment!


