   On-Line TA Request  Instructions 

1. Logon to your AF portal account.  www.my.af.mil                     
2. Go to Air Force Virtual Education Center (AFVEC).

3. Verify & update all personal info (phone, email. etc.)

4. Verify that your servicing education center is correct on the Profile.
5. Select “Apply for TA” and follow the step by step procedure by entering enrollment reason, school, term dates, course information (course number and title), and add any reimbursable college fees that are directly applicable to the course(s).

6. Verify enrollment information and check off on all conditions and certifications.

7. Enter AF Portal user ID (ex: first.m.lastname)
8. If everything is correct you will see a page that displays your TA number.                                                                                  

9. The education office has two duty days to process your TA request.

10. You will then receive an e-mail letting you know the status of your application.  Follow the instructions in the e-mail.

11. Once your TA has been approved repeat step 1.

12. Click the “My Enrollments” link on the right.

13. Click the printer icon that is to the left of the TA number to print out your TA form.

14. Hand carry, fax or email the TA form to your school.

15. Please cancel TA at the Education Center 782-5148 if you decide not to take a class prior to class start date.

* For problems with your AF Portal account call the Helpdesk at DSN 
596-5771, options 1,1,7,9 or toll free 1-877-596-5771, options 1,1,7,9.

