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Alabama G.I. Dependent 
Scholarship Program 

The Alabama G.I. Dependent Scholarship 
Portal:
Can be found online at: 
https://adva.caseapp.tylerfedapp.com/ 
 Or on our website at: 
https://va.alabama.gov/education-training/al
abama-g-i-dependent-scholarship-program/
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The portal is used by students, ADVA personnel, 
and schools.
Students:
•Apply for benefits.
•Request transfers.
•Check eligibility.
•Update their information.
Schools:
•Manage student information.
•Access certificates and eligibility.
•Submit invoices.
•Complete transfer requests.
•Receive program notifications.

About the portal
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•Please notify ADVA promptly of any school 
personnel changes.
•Our office will need to create portal accounts for 
new employees. 
•We also must lock and deactivate accounts for 
employees who are no longer with your school. 

About the portal
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•Your homepage shows outstanding tasks that require 
your attention. 
•Checking the portal regularly will help you stay on top 
of any tasks that need your attention. 

School Officials in the portal
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•Transfer requests are completed when a student needs to transfer their 
benefits to a new school. 
•You will need to complete the school certification. 
•Please check the portal for transfer requests often and try to get them 
completed as soon as possible.

•You will also receive notification through email.
•Waiting can make things difficult for the student and their next 
school.

•Under pending semesters, you will only include semesters that have 
not already been invoiced. 

•Semesters listed under pending will be taken into account when 
creating the new certificate to the new school. 
•Please double check the dates and hours you list under pending 
semesters.

•Please do not include semesters already listed on the student audit 
report.
•You will receive a canceled certificate once it has been processed.

Transfer Requests
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Transfer Requests
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Transfer Requests
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Transfer Requests
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Transfer Requests
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Transfer Requests



12

•The Tracking Inbox is on the left hand side of the 
page. 

•Select Schools.
•Select your school’s name.
•The entitlement report can be located at the bottom 
of the page. 
•This report can be viewed printed or saved. 
•The report includes: current students, the original 
amount of awarded semesters, how much they have 
used, their program type and expiration date.
*Please remember that this list may change as 
students are approved, transfer, exhaust benefits, or 
reach their expiration date. 

The Tracking Inbox
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The Tracking Inbox
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•You can search for students who have or who have had 
active certificates to your school. 

•Students who have never had a certificate issued to your 
school will not appear. 
•A student with an application that has not yet been 
approved will not appear in your school search. 

•To Search:
•Select Search from the left side of the page.
•Under Standard Search, select Student.
•Search by name, SSN, or other available criteria.
•A quick option is to search using the last four digits of the 
SSN.
•Beside SSN, select ends with.
•Enter the last four digits and select Search.
•Select the student’s name to view their information.

Searching
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•You are not required to keep the certificate emailed by the system.  
•Certificates can be accessed at any time through the portal.
•From the student screen, select the Certificates tab.

Certificates
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•The Certificates screen shows all certificates issued to the student. 
•Choosing the certificate file will allow you to view/save a copy of 
the certificate.
•The Eligibility Status identifies which certificate is active.
•Select the Certificate File to view or save a copy of the certificate.
•A student may have an active certificate even if a PDF certificate 
file is not available.
•This generally means the student was approved before the current 
system was implemented.

Certificates Continued
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•We are the payer of last resort.
•Students must have a FASFA on file to invoice us.
•Students must meet SAP as determined by your school.
•All grants and scholarships paid to your school for the student must 
be accounted for before we are calculated.
•The other grants and scholarships must be used toward the students’ 
required education expenses (anything required of your students by 
the school).

•This can include housing and meal plans if your school requires the student to 
live on campus and/or have a meal plan.
•They should also be used for fees we do not cover.
•After that if anything is left of grants and scholarships it should be used toward 
tuition, textbooks and instructional fees.

•After that, we can be calculated at up to $400 per credit hour for 
tuition and up to $1,000 for the combination of textbooks and 
instructional fees.
•Credit hours must still be included on the invoice when only 
textbooks or instructional fees are being billed.

Invoicing
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•We cannot be billed for more than the balance that is left after other 
grants and scholarships or more than what your school charges for 
tuition, textbooks and instructional fees. Whichever is less (Caps are 
still applicable).
•Please wait to invoice until drop/add dates have passed and all 
textbooks have been purchased to help ensure correct invoicing. 
•If grants/scholarships are received after invoicing, we must be 
recalculated and appropriately invoiced or refunded if payments have 
been made.
•Payments cannot be made until after the semester ends. 
•Schools should estimate the expected scholarship amount and reflect 
it on the student’s account.
•Students should not be adversely affected in future semesters when 
an invoice has already been submitted and posted to their account. 

Invoicing
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•All invoices must be 
uploaded through the portal.

•From the Tracking Inbox:
•Select Schools.
•Select your school.
•Select the Invoices tab.
•Select New to begin a 
new invoice.

Invoicing
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•Invoice Date: The date the 
invoice is uploaded.

•Invoice Begin Date: The 
first day of the semester.

•Invoice End Date: the last 
day of the semester.

•Fiscal and Year: These 
fields do not need to be 
changed.

•Invoice File: Upload the 
completed invoice file.

•Select Save after the 
required information has 
been entered.

•HQ will receive an email 
notification when a valid 
invoice has been 
submitted. 

Invoicing
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How should your invoice be formatted?
•It must be an excel spreadsheet in .XLSX format. 
•Must be on Sheet1.
•Cannot be password protected.
•Only new information should be included on the invoice. 

•If hours, tuition, fees, or books have already been invoiced for 
the semester, enter 0 for those fields.

Heading order: Invoice line, student name, student ssn, hours used, 
attend beg, attend end, tuition cost, instructional cost, book cost, total 
cost, tuition type.
•Additional information can be added after tuition type if it is 
absolutely necessary. 

Invoicing



20

Formatting Continued
1. Column one-Invoice line must be formatted as “general”  
     *Only Invoice lines should have a line number.
     * Please don’t include extra lines or blank lines.
2. Column 2 –Student’s names should be formatted as general
3. Column 3- students’ SSN must be formatted as text.
       *Please do not include extra spaces before or after the SSN.
       *Be sure all SSN’s have 9 digits
4. Column 4- Hours should be formatted as general.
5. Column 5 - Attending Beginning Date must be formatted as: MM/DD/YY.
6. Column 6 - Attending End Date must be formatted as: MM/DD/YY.
7. Column 7 -Tuition Cost must be formatted as currency
8. Column 8 -Instruction Cost must be formatted as currency
9. Column 9- Book Cost must be formatted as currency 

10. Column 10 -Total Cost must be formatted as currency                                                                                                                          
*Please note: empty cells should not contain dashes

11. Any additional columns may be on the spreadsheet after column 11.

*You will receive an email if the invoice is canceled by the system.  Please check the formatting of the invoice 
and re-upload as soon as possible.

Invoicing
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•ADVA will review all submitted invoices.
•After review, you will be contacted regarding any needed 
changes.
•Do not re-upload the invoice because of requested changes 
unless you are specifically instructed to do so.
•Most corrections will be completed by ADVA.
•Once the review is complete, the school invoice official(s) will 
receive notification that the invoice is ready for signature.
•Please sign the invoice as soon as possible.
•The signed invoice will be used for payment purposes.
•Before signing, verify that the invoice information matches your 
records.
•The invoice will not post to the student’s account until the school 
official:

•Checks the certification box.
•Electronically signs the invoice.
•Choose Save.

Invoicing
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Invoicing
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•Refund information must be uploaded through the portal using the 
same headings and formatting requirements as an invoice.
•If credit hours are being refunded, enter the hours as a negative 
number.

•Example: -3

•All refunded dollar amounts must also be entered as negative 
amounts.
•Refund checks should continue to be mailed to ADVA.
•Please mail refund checks as soon as possible.
•You will not receive the email requesting the school’s signature 
until the refund check has been received.

Refunds

invoice_line student_name student_ssn hours_used Attend_beg Attend_end tuition_cost Instruction_cost Book_Cost Total_cost tuition_typ
e

1 Brown, Susie 555-55-5555 -3 08/01/2022 12/01/2022 -750.00 -50.00 0.00 -800.00
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Kayla Kyle
Director
P.O. Box 1509
Montgomery, AL 36102  
Phone: (334) 242-5077
Email: kayla.kyle@va.alabama.gov
Website: www.va.alabama.gov
Portal: 
https://adva.caseapp.tylerfedapp.com

Contact Information
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Rachel Griffith
Alabama G.I. Dependent Scholarship 
Program  
P.O. Box 1509
Montgomery, AL 36102
Phone: (334) 242-5077
Email: Rachel.Griffith@va.alabama.gov
Website: www.va.alabama.gov
Portal: 
https://adva.caseapp.tylerfedapp.com

Contact Information
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For Students or Parents
(334) 242-5077

adva.accounthelp@va.alabama.gov

Contact Information
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Questions?  


