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CAA FUNDING STEP BY STEP INSTRUCTIONS 

1. Where do I begin? You must first create an account by going to https://aiportal.acc.af.mil/mycaa 

· On the Home page, Select Create an Account
· Read the disclaimer.

· You are now on the Eligibility Check page. (You will need to fill this out to determine if you are eligible for CAA funding.)  Enter your first name, your sponsor’s Social Security Number and your date of birth. 

· Personal Contact Information. Fill this out with all of your information. 

· Sponsor Information. Here you will need to enter your sponsor’s last name, pay grade, date of separation, service and installation. 

· To complete and Create User, you will need to select a username and password. This will finish the account creation process.  

· After you have created your user information, you will receive a notification that your MyCAA account has been created. You will then receive an e-mail confirming the account creation. After receiving your e-mail, please click the link provided in the e-mail to confirm you account. 

2. Creating Your Career Plan 

· Sign Statement of Understanding by clicking the box and entering your previous education and career history.

· Click on the Career Plan tab and select Start a New Plan below the purple box.

Fill out the following fields with the following information:

Choose Field:

Health Services

Choose Career:

Medical Transcription

Program Type:
 
Certificate

· Click on the Select School button and search for Andrews School. Click on Andrews School and it will be added to your plan. 

· Save your plan once you have filled out all of the necessary fields. 

· You will now need to fill out the course information for your program. Your information will look like this: 

Andrews School (Course number or name of program)
·  
Save your plan and click done. 
3. After your finish creating your Career Plan, you will need to call a Military OneSource counselor to have your plan approved. You can contact Military OneSource at 1-800-342-9647.

4. Once your plan is approved, you will need to apply for the financial aid portion. 

· Click the Apply for FA tab in your MyCAA account, and then click on Begin Financial Assistance Application at the bottom of the page.

· You will now need a start date. The school will determine your start date.  
· You will have 365 days to complete your program. 

· You will use the same Username and Password to digitally sign your approval. 

· After you have completed this part of the application, your status will change to ENROLLED. Andrews School will be notified of your MyCAA approval. You may also want to make sure and send an e-mail to Andrews School to notify them as well that you are finished with the process. 
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