Army –eLearning
SkillSoft (SmartForce) Course Completion

Verification Procedures

for ACE Recommended College Credits
In 1999 the Army’s Chief Information Officer and G6 were very concerned that the Army’s workforce training in information technology (IT) was not keeping pace with the rapid technology changes. Today there is no doubt that IT is rapidly expanding into every facet of the Army’s daily operations and there is no doubt that the technology changes and updates are on the order of months not years.  In addition to the rapid changes, the skills that the Army needs range from the novice to the expert certified technician.  Clearly sending over a million individuals to school every nine months is not the answer!  In 1999 (and today) the answer was to use the latest state-of-the-art training technology: Web based, online training that the student could access “anywhere, anytime”.  The Computer Based Training (CBT) Initiative was started in 1999 and quickly proved to be a success.  Based on the overwhelming success of the CBT initiative, the Army recently moved from the concepts of computer based training to the expanding distance learning technology: electronic learning (eLearning).  The Army has a contract with SkillSoft to provide over 1,500 plus courses on Information Technology and Business Skills.
As part of this initiative, SkillSoft now offers six course modules that have been reviewed by the American Council on Education (ACE) for college credits. Students who are interested in pursuing a degree and would like to receive college credits for these courses must successfully complete each of the Course Test Prep Exams (CTPEs) that are assigned to the ACE recommended courses. It is not mandatory that the student complete all sub-courses that are associated with the CTPE; these are only recommended courses that the student can complete to prepare for the exam.  If the student is knowledgeable enough in the course subject, they only need to complete the CTPE to receive the college credit associated with that course.  The CTPE is a SkillSoft test available to any registered student.  It is free and can be accessed after logon to the SkillSoft WEB site (located under e-Learning Paths/Test Prep tab; Certification Mode).  The CTPEs will be taken on-line using a computer with Internet Access.  All CTPEs will be taken in the presence of an approved monitor.  Approved monitors are either an Army Education Services Officer (ESO), a Test Control Officer (TCO), a Computer Lab Monitor (CLM) or their designated representative.  These courses are only ACE “recommended”.  The college or university will have the final decision on whether the course will be accepted for college credit. Interested students must follow the steps below to obtain the transcript from ACE.
1.  Complete the –eLearning Form 1, “Army –eLearning SkillSoft ACE Recommended College Credit Registration Form” notifying the Army Computer Based Training (CBT) Program Office of intent to take the CTPE.  The –eLearning Form 1 can be submitted via e-mail to cbtcor@secbmail.belvoir.army.mil;  mailed to the Army CBT Program Office, USACECOM, SEC-Belvoir, 6000 6th Street, Suite S115A, ATTN: Leslie York, Fort Belvoir, Virginia 22060-5576; or faxed to (703) 806-3318.  
NOTE: If a student completed a CTPE prior to receiving this guidance and is now trying to receive college credits for the courses, the students will be required to follow these steps and will be required to re-take the CTPE in a monitored environment.

2.  Upon receipt of the student’s –eLearning Form 1, “Army –eLearning SkillSoft ACE Recommended College Credit Registration Form”, the Army CBT Program Office will send the student the “ACE Participant Form” and the “ACE Registry Transcript Service Form” that will need to be submitted to ACE after the student completes the CTPE.
3.  When the student feels prepared to take the CTPE, the student must contact the approved monitor to schedule a time to take the designated web-based, on-line CTPE in a monitored environment.  

4.  Upon completion of the CTPE, the approved monitor will view the test score on-line via the student’s “My Progress”. The approved monitor must sign the eLearning Form 2, “Army –eLearning ACE Recommended College Credit SkillSoft Course Completion Verification Form” verifying that the student completed the CTPE in his/her presence and annotate form with the completion date and test score.

5.  After the –eLearning Form 2, “Army –eLearning ACE Recommended College Credit SkillSoft Course Completion Verification Form” is signed by the approved monitor, the student must provide the approved monitor with  a $35.00 money order payable to:  ACE Transcript Service.    The approved monitor will mail the packet containing the four items below to the American Council on Education, College Credit Recommendation Service, ATTN: Transcript Service, One Dupont Circle, Suite 250, Washington, DC 20036.
a. The –eLearning Form 2, “Army –eLearning ACE Recommended College Credit SkillSoft Course Completion Verification Form” completed and signed by the student and the approved monitor.

b.  A $35.00 money order payable to: ACE Transcript Service

c. Completed/signed “ACE Participant Form” 
d. Completed/signed“ACE Transcript Service Form” 
e. (These forms were mailed to the student by the Army CBT Program Office upon receipt of the –eLearning Form 1, “Army –eLearning SkillSoft ACE Recommended College Credit Registration Form”).
6.  Upon receipt of the packet, ACE will send the student a participant verification letter and the Army CBT Program Office a sponsor verification letter with credit information.  ACE will also send one transcript to an institution of the student’s choice or if they have no institution, it will be sent to the student.

NOTE: The one-time processing fee of $35.00 is required to establish the student account with ACE.  Students who continue to complete other CTPEs after their account has been established will not be required to again submit a $35.00 fee.  Additional transcripts; however, will cost $10.00 per transcript and will contain all of the CTPEs that the student has taken along with all of the college credits received for the CTPEs.  
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