
NAVY ENLISTED 
ACADEMIC COURSE(S) UPDATE

Note: This is the accepted procedure to add academic courses to a Navy Enlisted member's official military records.

 

ADD  ACADEMIC COURSE(S)  TO  SMART
-- Other Funded Courses 

(not funded by military Tuition Assistance (TA) 
or NCPACE)

DO YOU HAVE 
A SMART

Contact the Virtual 
Education Center (VEC) 

for SMART build 
instructions..see VEC 

address below

Courses earned 
at a U.S. 

Accredited 
Institution 

OPTION #1
Contact your school, have them mail 
your OFFICIAL College Transcript to 

VEC… see below

NO

YES

Not Sure

Can't ADD…
NOTE: Only Courses earned 

before or while in USN or USMC 
may be added to SMART

YES

NO

YES
Choose ONE OPTION

Please contact the Virtual Education Center to advise of 
incoming Official College Transcripts from your school and to 

provide your personal contact information.
COMMANDING OFFICER

Center for Personal and Professional Development
Attn: Virtual Education Center
1905 Regulus Avenue, Ste. 234
Virginia Beach VA 23461-2009

Phone: 1-877-838-1659
Comm: 757-492-4684
FAX: 757-492-5095

DSN: 492-4684

NOTE:  Foreign Courses' must meet the same U.S. Department 
of Education accreditation….

DO NOT submit Credit Evaluation documents in lieu of Foreign 
Transcripts

NOTE:  Navy Officers follow same process to update 
Courses to SMART.  However, to update military personnel 

records must contact PERS-45E

OPTION #2
Bring your Official transcript to your 

Navy College Office (NCO). The 
NCO staff must certify it as a true 

copy and the NCO faxes to VEC… 
see below

OPTION #3
Take Official transcript and have 

certified or notarized and then mail 
to VEC….see below

Courses 
completed before 
or while serving in 

USN or USMC

YES YESYES

To check accreditation go to:

http://ope.ed.gov/accreditation/

http://ope.ed.gov/accreditation/�
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