Academic Institution Module

Authorized Vouchers
Quick Access Guide

Academic Institutes now have the ability to download authorized TA/NCPACE vouchers
that are forwarded to them from their Sailors. Please note, a Sailor must forward the
voucher before it will be accessible to the Academic Institute.

You must have the job duty assighed to you before you can download the forwarded
authorized TA/NCPACE vouchers. To request the addition of this duty to your AIM account
go to your User Page and fill out the “Request Change of Job Duties”. You will need to
include the duties you already have as well as adding “Authorized Vouchers”.
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Name Description

Authorized Vouchers Allows AIM users to downioad authorized TANCPACE vouchers

Base Access

Allows AIM

put courses for their schools.

Allows AIM iput degrees for their schools

Allows AIM users 10 input grades for their schools.
Grade USNCC Entry Enters grades for the USNCC

Reports Allows AIM users 10 view reports for their school

Tuition Rate Entry Allows AIM users 10 input tuilion rates for their schools

Once your supervisor has approved your change in job duties, Navy College will add that
permission to your account. “Authorized Vouchers” will then become available on your
Navigation bar. In addition, when you have vouchers that have been forwarded to your
institution, those users with the job duty will receive an alert in the Action Items section of AIM.
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SCHOOLS AUTHORIZED VOUCHERS GRADES

AUTHORIZED VOUCHERS

To download the authorized voucher, simply click on the download symbol. You can also select
multiple vouchers to download and then click “Download Selected.”
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Downloaded authorization vouchers will be in normal PDF format that are digitally signed by the
Navy College office and the Sailor.



