
 

INVOICE INSTRUCTION FOR MINGSTAP 

1. Log into your MINGSTAP account. 
 

2. You will see a button that says Submit Invoices. 
 

3. You should not submit an invoice until you have completed the semester and have the following items ready to 
upload.  All 3 of these items are required to submit your reimbursement request.  
 

a. Official Transcript showing grades for the term you are requesting reimbursement for.  You should 
be able to order an electronic copy from your schools’ website. 
 

b. An invoice from your school student portal that clearly shows tuition, fees, scholarships, student 
payments, other aid etc.  There will be a blue button that says “View Acceptable Invoice” that will 
show you what we need.  If the invoice from your school student portal does not provide that 
information in a clear format, please print the sample invoice, and take it to your school’s finance 
office to complete. Please only upload a PDF of the invoice – screenshots are not acceptable and will 
result in a delayed payment while we work with you to get the correct information. 
 

c. The third thing you will need to have is documentation showing you used FTA.  You should be able 
to print something from your GOARMYED portal that shows the classes you used FTA for.  If you 
used the full amount already you should be able to provide documentation showing you used the 
full amount of FTA for that year.  If you are exempt from using FTA for a valid exemption, please 
provide supporting documentation for us to review while processing your request.  Again, please do 
not attach screenshots – it must be a PDF.   
 

4. If you have all of these documents, click on Submit Invoices. 
 

5. Select the academic year you are requesting reimbursement for and click Display Invoice. 
 

6. You will be prompted to enter the type of program you are requesting reimbursement for. 
 

7. Select the school/university you are attending. 
 

8. Under the Student Profile you will need to enter in the Major/Program you are working on.  If the program is not 
worded exactly you can pick the closest thing to what you are working on. The status is either going to be in 
progress or completed.  It is only completed if this is your last term and you have completed your 
degree/certification/program.  The completion date is the date you completed it.  If you marked in progress you 
can leave the date blank.  You need to enter your student ID and your current cumulative GPA. 
 

9. Once all that is entered you can click on next and it will take you to the next section to complete. 
 

10. You will now enter in your course and fee information.  You can click on View Course Information Sample 
Template to see how you are supposed to enter in this information.  You can click on Add More until you have 
entered all of your information.  If you are only requesting fees you can click on Disable Courses to by-pass 
entering this information.  You will see the total of the courses you are requesting reimbursement for below the 
last line.  We will be using your official transcript to verify the grade information you submit here.  And we will 
use your school invoice to verify the amount you are requesting reimbursement for. 
 

11. You can now enter your fees.  You can click on View Fee Information Template to show you how it is done.  We 
only reimburse for mandatory fees.  If you do not have any fees you can click on Disable Fee Items. 



 
 

12. You will click next and then you will be asked to upload the required documents previously listed.  Transcript, 
Invoice, and Supporting Documentation.  These items are required. 
 

13. If you click on the blue box that says View Acceptable Invoice you will see a pop-up message.  If you Agree you 
will see the document that can be printed and taken to your finance office for validation; if the one you have 
does not clearly show the information needed. 
 

14. When you click submit, you will see another pop-up.  If you have not previously updated your address in your 
member dashboard you can update it here.  It is EXTREMELY important that you have the correct mailing 
address, including street, drive, avenue, and the apartment/building number. The address you see when you 
click submit is the address we will be using to send out payment.  If the address is not correct checks will not be 
forwarded and will be returned to treasury, causing a very long delay in receiving payment.  When you click 
“Agree” you can update it before hitting confirm. 
 

15. After you hit confirm you will see a message saying Invoice is Successfully Submitted. 
 
 

16. You can review the status of your payment by returning to your dashboard and clicking on view account activity. 


