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Business Policies

Only one Cadet Payment Request (CPR) Form can be submitted per term in GoArmyEd.

A CPR can only be submitted after the school(s) last add/drop date.

Only one payment type can be selected for classes per term.

All CPRs must be approved by the Program Cadre and have a final approval by the Professor of 

Military Science (PMS).

“Room and Board” cannot be selected for a Summer Term.
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The Warning will be displayed if the 
“Last Add/Drop Date” is in the future.

Select the dollar sign $ icon.

Select the “Create New CPR” button.

Select the appropriate Last 

Add/Drop Date from the 

drop down menu.
Select the “OK” button.

Select either “Tuition and 

Fees” or “Room and Board”. Check the “Flat 

Rate” box, if needed.

Select the “Add 

Courses” button.

Select the “Add to CPR” button to add each course 

for this term from your Course Planner to your CPR.

Select the “Return to CPR” button to return to 

the USACC Cadet Payment Request page.
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8 9 If “Student Funded” is selected, a 

pop-up appears advising you that you 

are choosing to self-pay even though 

you are eligible for scholarship. 
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Select the course Instruction Mode 

using the drop-menu for each course. 

Select the course Fund Type 

using the drop-down menu for 

each course.

Select the “OK” button.

Select the “Upload” 

button to attach the file.

Select the “Return to 

CPR” button.

3. Select the “Add” link to add any 

additional fees for this course.

1. Use the magnifying glass 

icon to search for your 

Tuition/Fee Code.

Select the “Enter Costs” link.

2. Enter the 

fee amount.

Select the “Browse” 

button to select the file.

Select the “Attach Bill” button.

Select the “Upload 

School Bill” button.

Select the “Delete” link to 

remove any courses as 

needed.



Cadet Student Quick Reference 

How to Create a Cadet Payment Request

Feb  2018, Ver 13

16 17

18 19

NOTE: A School Bill cannot be deleted 

from a pre-approved or approved CPR.
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A confirmation message shows your CPR 

was submitted successfully. Once your 

CPR has been reviewed you will be 

notified via email.

Select the “Recalculate Costs” button 

throughout the life cycle of the CPR to 

view the current Total Amount fields. 

Select the 

“OK” button.

Select the “Submit” button.

Select the “Save” button.

Select the “View” button 

to view the attached bill.

Select the “Delete” button to 

delete the attached bill.

Select the “Back to CPR” 

button when finished.

Submitting a Duplicate Course

If you try to add a course to your CPR that has already been submitted on a previous CPR, the following 

message with appear. You will have to request an override that your PMS must approve in order for your 

course to be paid for.

Select the “Request 

Override” button.
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6 Note:  Courses that are 
part of a CPR cannot be 
modified in the Course 
Planner until they are 
removed from the CPR.

And at least one course 
must remain on the CPR 
at all times – do not 
remove every course 
from a CPR.

Modify the course(s) contained in the CPR by first removing the course(s).

Modify the CPR information.
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Modify the course(s) within the Course Planner.

Repeat steps 6-9 to modify all of the course(s) as needed. 10

11 Review the CPR and make any additional modifications.
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1. Course(s) that are not attached to 

a CPR can be modified; make the 

applicable changes to the course(s).

2. Select the “Save” 

button to save the 

modifications. 3. Select the “Submit” button. 

The Course Planner will be 

automatically approved.


