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[bookmark: _Toc440282702]Navy, Marine and Coast Guard Tuition Assistance

The Navy has a number of tuition programs, and each program has its own invoicing procedures. The invoicing instructions in this guide are specific to the billing of Navy, Marine, and Coast Guard students under the Tuition Assistance program. Students under this program will provide a Tuition Assistance form that says "Tuition Assistance Authorization" at the top of the form.

Per Department of Defense Memorandum of Understanding, all educational providers accepting Military students using Tuition Assistance must request payment using iRAPT (formally WAWF).  Each school must be E­Coded with a contract number for iRAPT invoicing. Email Shirley Binz at shirley.binz@navy.mil to request an E-Code.  The links below provide guides, training, and contact information.  Organization specific information is provided by the applicable NETPDC employee.
[bookmark: _Toc440282703]Tuition Assistance Technician/LPO Points of Contact

*Note: Please contact the following POCs for invoicing assistance. Your TA Extension number corresponds to your LPO processing technician.

	TA Ext
	Contact
	Email
	Telephone

	TA
	  Joe Fata
	joseph.fata@navy.mil

	(850) 473-6404

	TA 1
	  Joe Fata

	joseph.fata@navy.mil

	(850) 473-6404


	TA 2
	  Mary Warren

	mary.e.warren@navy.mil

	(850) 473-6406

	TA 3
	Judy Lawton
	judith.lawton@navy.mil  


	(850) 473-6407

	TA 4
	Tracey Fraedrich
	tracey.fraedrich@navy.mil

	(850) 473-6410


	TA 5
	  Mary Warren

	mary.e.warren@navy.mil

	(850) 473-6406

	TA 6
	Kim Scott
	kim.y.scott@navy.mil
	(850) 473-6390

	TA 7
	Judy Lawton
	judith.lawton@navy.mil  


	(850) 473-6407

	TA 8
	Rosemary Thomas
	rosemary.thomas@navy.mil 
	(850) 473-6408

	TA 9
	Tracey Fraedrich
	tracey.fraedrich@navy.mil

	(850) 473-6410


	TA 10
	Kim Scott
	kim.y.scott@navy.mil
	(850) 473-6390

	TA 11
	Rosemary Thomas
	rosemary.thomas@navy.mil 
	(850) 473-6408

	TA 12
	  Shirley Binz
	shirley.binz@navy.mil

	(850) 473-6405

	AEV/GEV
	  Shirley Binz
	shirley.binz@navy.mil

	(850) 473-6405
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Thoroughly review all information included in the iRAPT Getting Started Guide.  All required items must be completed before successfully invoicing.
iRAPT Getting Started Guide:  
https://wawf.eb.mil/xhtml/unauth/web/homepage/vendorGettingStartedHelp.xhtml
[bookmark: _Toc440282706]Additional iRAPT Links
Training:
https://wawftraining.eb.mil/wawfwbt/
Creating an invoice (choose Commercial Invoice):
https://wawftraining.eb.mil/wawfwbt/xhtml/unauth/web/wbt/demo/VendorCreateCiDocument.htm 
Customer Support:
https://wawf.eb.mil/xhtml/unauth/web/homepage/vendorCustomerSupport.xhtml
DFAS Invoice Status Code Explanation:
http://www.dfas.mil/dam/jcr:09de3374-43e3-4e7b-8dff-ce271cbae2cc/Suggested%20Actions%20List.pdf
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Each iRAPT invoice submitted must have a TA spreadsheet attached. This attachment provides additional information that is required by NETPDC to certify each invoice.  The information needed to complete this spreadsheet is obtained from the Military Member’s TA Authorization Form (see page 8 for an example).  To minimize rejected invoices, complete each column as follows: 

Column A:  TA Authorization Number (max character =12)

· Enter the TA Authorization Number found on the upper right hand side of the TA form (see sample TA form).

· Multiple services cannot be combined on an invoice, therefore, please confirm submitted TA Authorization Numbers begin with the same letter. The first character of the TA Authorization Number indicates the Service Branch (for example: TA Authorization number 'NAA201612345' indicates it is Navy because it starts with an 'N'). 

•	N = Navy
•	C = Coast Guard
•	M = Marine
•	G = GEV (Graduate Education)
•	E = AEV (Advanced Education)

· Confirm  positions 4-7 of the TA Authorization Numbers are all the same Fiscal Year as an invoice cannot contain multiple fiscal (for example: TA Authorization number 'NAA201612345' indicates that it is Fiscal  Year 2016). 

Column B:  Student Last Name

· Do not combine the first and last name in the same column.

Column C:  Student First Name

· Do not combine the first and last name in the same column.

Column D:  Last Four Digits of the SSN, if available in your data collection.
Column E:  Course Number (max characters = 12)

· The typical format for the Course Number field is the course subject followed by the course number (e.g., MATH101).

Column F:  Course Name (max characters = 75)

Column G:  Amount Authorized To Be Invoiced (numeric values only)

Column H:  NCMIS School Code (max characters = 5)

· Enter the School Code found on the upper left hand side of the TA form, below the student's SSN field. (Reference: sample TA form page 8).

· If the NCMIS School Code and School Name on the TA form are incorrect, please return the form to the student so they can have it corrected.

Column I:  School Name

Column J:  Invoice Number (max characters = 14)

· Enter a unique Invoice Number minimizing possible characters 

· The Invoice Number should remain consistent on all line items on Column J (i.e., all line items in the attachment will be associated with one invoice number).

Column K:  Invoice Date (MM/DD/YYYY)

Column L:  Grades (if available; not required; max characters = 2)

· Below is a list of grades accepted within our NCMIS application (see page 10 for more information).  The system ignores (+/-) values.  A collectable grade indicates a grade which the service member will have to pay tuition back to the U.S. Government.  Grades can be entered or updated by the school.  The school loses the ability to change a grade once the collection process starts.
· A- Pass
· B- Pass
· C- Pass (Collectable grade at graduate level, based on service specified TA policy)
· D- Pass (Collectable grade at graduate and undergraduate level, based on service specified TA policy)
· F – Fail (Collectable grade)
· I – Incomplete (Collectable if passing grade not posted within 6 months from term ending date)
· N- Non Pass (Collectable Grade)
· P- Pass
· S- Pass (Satisfactory)
· U- Unsatisfactory (Collectable grade)
· W- Withdraw (collectable if the course is invoiced)
· X- Fail (Collectable no grade)Valid passing grades are 'A', 'B', 'C', 'D', 'S' (Successful), or 'P' (Passing)

· Valid failing grades are as 'F', 'I' (Incomplete),'N' (Not Passing or Repeat), 'W' (Withdrawal), or 'X' (Insufficient)

*Note:  Ensure saved attachments follow the naming convention as indicated below:
· School's NCMIS SchoolCode_lnvoiceNumber_FiscalYear (example: 1234A_Spring0001_2016.xlsx.  Note that iRAPT will not accept any attachment with spaces.
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(Please read before invoicing)

1.	Vendor’s iRAPT/WAWF passwords cannot be reset by contacting TA Accounting. This is solely an Ogden Help Desk Function. Please contact them at 866-618-5988 or email disa.ogden.esd.mbx.cscassign@mail.mil

2.  	Check iRAPT for invoice status on a regular basis.

3.	Do not submit duplicate invoices. This may result in a delay of payment.

4.	If the amount billed exceeds the authorized TA amount, contact the applicable Education Service Office representative and correct the discrepancy before submitting the invoice. Invoices submitted which exceed the authorized TA amount will be rejected.

5.	We recommend waiting until after the school’s Add/Drop period before invoicing to ensure the correct course is billed for the proper amount. Course discrepancies may result in a delay of payment.

6.	Bill each service branch on a separate invoice (e.g., do not bill for both Navy and Coast Guard students on the same invoice).  The first character of the TA Authorization Number indicates the service to be billed. 

7.	Do not bill for multiple fiscal years on the same invoice. The invoice should include bills for TA Forms authorized in the fiscal same year. 

8.	Please batch invoices. Invoices may be submitted for multiple students and courses on the same invoice provided they are all the same service branch and fiscal year.  
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*Please note invoices should be submitted using organization specific information provided by NETPDC instead of information used in the below examples.*

1. Thoroughly review all information included in the iRAPT Getting Started Guide.  All required items must be completed before successfully invoicing.  Guide located at:  https://wawf.eb.mil/xhtml/unauth/web/homepage/vendorGettingStartedHelp.xhtml

2. Go to:  https://wawf.eb.mil/

· On the left hand side enter your Login User ID and Password, click Login

· Click on Vendor and select Create Document
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3. CAGE Code auto populates (use the drop-down menu if there are multiple locations), Choose Contract Number Type: DOD Contract (FAR), and enter organization specific contract number. (Provided by NETPDC Point of Contact).  Leave the "Delivery Order'' box blank. Click "Next" at the bottom of the page.
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4. Leave the "Reference Procurement Identifier" box blank. Enter the Pay Official DoDAAC as N68732. Click Next.
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5.  Select Invoice Only
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6.  Do Not Make Any Selections Just Click “Next”
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7.  Input the information provided by your NETPDC POC:
· Admin DoDAAC: N68322
· Current Date in Issue Date field
· Ship to Code: N68322 and LPO DoDAAC: N68322
· Use the extension number provided. i.e. TA1, TA2, TA3 etc. for Ship to Code and LPO DoDAAC.
· Enter the correct TA extension so  the invoice is  electronically routed to the correct LPO for certification
· Note: For GEV and AEV (Graduate Education and Advanced Education) please use extension TA12
· Click on “Next”
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8. Enter the Invoice Number and Invoice Date. Set the Final Invoice Flag to 'N'. Do not enter a Shipment Number or Shipment Date, leave these blank.
· NOTE: Ensure the Invoice Number entered on this screen is the same value as the Invoice Number on the Excel attachment.
· DO NOT click the submit button, follow the guidance on the next page. 

[image: ]












9.  Select the "Line Item" Tab then under Actions click on "Add."
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10.  For the line item , input the following information:
· Item No. = 0001
· Product/Service ID= NONE
· Qualifier = SV – Service Rendered (select from dropdown)
· QTY Shipped = 1
· Unit = EA for each
· Unit Price = full amount of the invoice for the Service being billed (Navy, Marine, Coast Guard) or full amount for the student (GEV/AEV)
· Description = Detailed comments describing the line item (Navy, Marine, Coast Guard) or TA attachment information for the student (GEV/AEV).  Provide enough information for future research.
· Once all line item information is entered, scroll down and click on "Save CLIN/SLIN."
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11.  Repeat, Add a Line Item Procedure for GEV/AEV Students, as applicable to invoice being submitted. 
· Only GEV/AEV students have specific lines of accounting and will be listed as a separate Line Item.  
· For Example: Use Item 0002..0003...0004 etc. for each GEV/AEV student.
· Use N68322/extension TA12 for Ship To and LPO DoDAAC's
· Ensure the invoice is for the same Fiscal Year.  Do this by confirming positions 4-7 of the TA Authorization Numbers are all the same Fiscal Year. For example: TA Authorization number 'GEV201612345' indicates that it is Fiscal Year 2016.
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12.  Select the "Attachments" tab.
· Click the "Browse" button to select the attachment from file location on your PC and double click. Once attachment has been selected click "Upload'
· Click on “View” to ensure attachment is visible
· Once the attachment is uploaded, scroll to the bottom of the screen and click on "Submit"
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13.  iRAPT Confirmation Page of Successful Invoice Entry
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myInvoice is a web-based application developed specifically for contractors/vendors and Government/Military employees to obtain invoice status and payment data. It is an interactive web-based system, accessible 24 hours a day/7 days a week.  
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Invoices are rejected for a variety of reasons such as incorrect information, exceeding TA authorization amount, or failing to attach documentation.  iRAPT notifies invoice initiators of rejections by automatically sending an email, showing a status of rejected within iRAPT, and within the search results provided by myInvoice.  Rejected invoices can be accessed and corrected following the instructions below:
1. Log on to iRAPT and click the Vendor “Rejected Invoice Folder”.
2. In the Search Criteria screen, enter applicable CAGE code, contract number, and/or invoice number (Specify a date range in the Create Date and Create Date End fields if you are searching for an invoice older than 30 days.) Click Submit.
3. iRAPT will bring up a list of your search results. Based on the Reject Reason, either Void the rejected invoice and submit a new invoice or correct and resubmit the invoice.
[bookmark: _Toc440282714]Voiding Rejected Invoices

If the reject reason is any one of the following, the rejected invoice must be voided.  A new invoice must be created and submitted.  
· Incorrect contract number (e.g., TA Authorization numbers are 2012 numbers, but 2013 contract numbers was used)
· Incorrect document type (TA cannot process “Invoice as 2-in-1” type)
· Invoice Date is set to a future date
· Incorrect Invoice Number (Duplicate invoices should also be voided)
To void a reject invoice:
· From the Rejected Invoices folder Search Results page, click the hyperlinked V corresponding to the invoice to be voided.
· A pop-up box will open to confirm that the invoice will be voided. Click OK. The status the invoice will change to Void. After completion of void process, a new invoice can be created and submitted.
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From the Access Rejected Invoice Search Results page (if modifications to the spreadsheet are required, we recommend updating the spreadsheet before continuing):
· To correct DoDAACs (e.g., wrong TA extension) click Yes under the Change DoDAAC column. On the Data Capture that opens, update the DoDAAC information, and click Continue. 
· If the DoDAACs do not need to be corrected, but the line items needs correction (e.g., incorrect invoice amount), click the invoice number under the Resubmit column. The invoice will open on the main screen. Click the Line Item tab. On the Line Item Details page, click the edit icon. Make any necessary changes, click Save CLIN/SLIN.
· A revised spreadsheet must be attached to the invoice.

Note: If the spreadsheet is saved on a network or shared drive, it may not attach properly, so consider saving the file to your local drive (e.g., Desktop).
· Click “Submit”
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Reporting Grades

Student grades can be submitted by completing Column L “Student Grade” on the excel spread sheet attachment when submitting the invoice or by electronic submission into the NCMIS School Portal.  The NCMIS Grades Entry Application Portal (GEAP) is the online application which allows schools to post grades for Navy, Marine Corps, and Coast Guard students using Tuition Assistance (TA).  The application enables schools to post individual grades or upload entire grade files.   
NCMIS uses personally identifiable information to positively identify service members to safeguard the system from unauthorized access.  We ask each school assign a supervisor to request user accounts for individuals who will post grades.  The supervisor does not have the ability to disable or create accounts.  Each account change must be made by submitting a new agreement form, if applicable, or requesting an inactivation of account.   User accounts must be assigned to a single individual and no two individuals should share an account.   Please notify when users no longer require access by emailing: sfly_ncmis_mgmt_ofc@navy.mil.  Access to NCMIS’ School Portal may be revoked at any time without notification if guidelines are not followed. 
If you have any questions, concerns, or would like access, please email us at:         sfly_ncmis_mgmt_ofc@navy.mil.



[bookmark: _Toc437430702][bookmark: _Toc440282717]Frequently Ask Questions (FAQ)
Q: What if a Service Member has questions regarding their eligibility or how to apply for TA?  
A:  Have member contact their local Education Service Office (ESO) or VEC.  Additional information can be found at:  
Navy: https://www.navycollege.navy.mil/    (1-877-838-1659) 
Coast Guard: http://www.uscg.mil/hq/cgi/  (405) 954-1360 
Marine Corp: http://www.marforres.marines.mil/GeneralSpecialStaff/MarineCorpsCommunityServices/MarineFamilyServices/LifelongLearingCenter/TuitionAssistance.aspx    (1-866-305-9058)
Q: Where can the School find out about payment status?  
A:  Refer to myInvoice section of guide on page 22 or contact DFAS at: http://www.dfas.mil/contractorsvendors.html
Q: Where can a School find answers to iRAPT/WAWF questions?
A:  iRAPT/WAWF training, issues, or how to questions, contact iRAPT via links provided on page 4.   Questions specific to NETPDC regarding contract numbers, school codes, etc. contact the applicable NETPDC personnel listed on page 2.
Q: Where can the School find out information regarding Cage Codes?
A:  Visit Sam.gov at:  https://www.sam.gov/portal/SAM/ 
Q: Where can a School find out more information about submitting grades via the NCMIS School Portal?  
A: Please refer to information on page 23, or email: sfly_ncmis_mgmt_ofc@navy.mil


· 
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Payments for invoices submitted through iRAPT will be made by Electronic Funds Transfer (EFT) to the bank account associated with assigned CAGE Code. To check the status of payments use the myInvoice function within iRAPT (located on main page after login).

[bookmark: _Toc440282720]Refunds

School refunds must be made by checks payable to the U.S. Treasury and mailed to the below address. The student's full name, last four of the SSN, TA Authorization number and course number must be included with the refund.

COMMANDING OFFICER
NETPDC N852 – TA SCHOOL REFUND 
6490 SAUFLEY FIELD ROAD PENSACOLA FL 32509-5241
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