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Select the “Look.

3

1 - Creating a CPR Call outs:  Yellow = action, Grey = information

2

Select the dollar sign “$” icon.

Select the “Create New 

CPR” button.

Select the appropriate Last Add/Drop Date from 

the drop-down menu.

Select either “Tuition and Fees” or 

“Room and Board.”

Note: A CPR can only be submitted after the 

School’s last add/drop date. Before that date, a 

CPR can be created and saved.

Note: You must have an approved Course Planner in 

GoArmyEd before creating a CPR.

This document only covers how to create a CPR for Tuition and Fees or Room and Board. To 

create a CPR for Degree Only Fees, view “How to Create a Degree Only Fees CPR” on the 

Reference Documents page.
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Select the “Look.
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1 - Creating a CPR Call outs:  Yellow = action, Grey = information

Never use Flat Rate for 
ASU or GCU.

Flat Rate applies only if 

your school charges one 

rate for tuition, regardless 

of courses or number of 

credits taken.

5
Select the “Add 

Courses” button.

Use the 

drop-down 

menus to 

select the 

“Instruction 

Mode” and 

“Fund 

Type” for 

each course.

Select the “Enter Costs” link.

Select the “Add to CPR” button for each course taken this term.

2 - Creating a Tuition and Fees CPR

1

Note: If creating a Tuition and Fees 

CPR, add one of the School Fees 

courses from your Course Planner.
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Select the “Look.

2 - Creating a Tuition and Fees CPR

4
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Use the magnifying glass icon 

to locate the “Tuition/Fee 

Code”, then enter the fee 

amount.

Important: You must 

separate out all 

individual fees. Select 

the “Add” button to add 

additional lines.

Select the “Upload School 

Bill” button to upload a 

copy of your bill.

Select the “Form 104-R” 

button to ensure it 

matches your CPR.

Note: The Tuition/Fee Code 

for the tuition cost of each 

course you take should be 

“000”.

For the School Fees 

course on your CPR, 

add all mandatory fees 

that are charged by your 

school to all students.
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Select the “Look.

3 - Submitting a CPR
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4 - Submitting a Duplicate Course

Select the “Recalculate 

Costs” button to preview the 

total amount of the CPR. 

Select “Submit.”

If a course is already on an approved CPR, 

select “Request Override” to request PMS 

approval for payment.

Note: The total amount 

must match the amount of 

the School Bill to be 

approved.

1

Note: If your PMS does not approve the 

override request, you will be responsible for 

paying for the course.




