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3 Student Section 
The first time a student uses the ACQNOW-CL system he/she must 
create a profile. This profile will save you time later on because the 
information the student provides on the profile page will automatically 
populate the registration pages. 

As a student, you will find the ACQNow-CL system very easy to use. But 
you will need five things to get started: 

* The web address of the ACQ Now-CL website: 

   www.atrrs.army.mil/channels/acqnowcl/ 

* Your Social Security Number (SSN), 

* Your Date of Birth (DOB), 

* Your .mil email address, 

* Your supervisor’s .mil email address. 

Once you have these five things, all you need to do is to create your 
profile, which will take about 2 minutes, then you can request CL points for 
activities you’ve attended or sign up for a class (we call it an Event) in 
seconds. 

3.1   QUICKSTART: How Do I Create My Profile? 

1. To create your Profile, go to the ACQ Now-CL website at:  
   www.atrrs.army.mil/channels/acqnowcl/ 

  The Sign In window will be displayed (see Fig. 1). 

http://www.atrrs.army.mil/channels/acqnowcl/
http://www.atrrs.army.mil/channels/acqnowcl/
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Fig. 1: Sign In window 

2. In the first dropdown box, select Military Air Force Acquisition 
Workforce.  

4. In the Date of Birth dropdown boxes, enter the Month, Day, and 
Year of your birth. 

5. Click on the Sign In! button. 

 After you sign in, under the Student Menu, click on the Update 
Profile link. The Student Profile window is displayed (see Fig. 2). 

 
Fig. 2:  Student Profile 
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6. Please be sure to insert all of your data, including your phone 
numbers and email address, and your Supervisor’s phone 
number and email address. You will not be allowed to register for 
a CL event without this information. 

7. Click on the Update Profile button to continue. 

8. In the confirmation window, click on OK to continue. 

     Congratulations!  You’ve just created your Profile.   
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3.2 QUICKSTART: Status/Request CL Points 

This is where Students can check their status or request continuous 
learning points for activities taken after 1 October 2002.  

1. Go to the ACQ Now-CL website at:  
   www.atrrs.army.mil/channels/acqnowcl/ 

2. After logging in (see 3.1, Steps 1-5), in the Student Main Menu, 
under the Student Menu, click on the Status / Request CL Points 
link (see Fig. 3).  

 
Fig. 3: Request Cancellation link 

3. The Requests for Continuous Learning Points window is 
displayed (see Fig. 4). 

 
Fig. 4: Requests for Continuous Learning Points 

4. To submit a request for approval of CL points to your Supervisor, 
click on the Click Here link . 

 The Request Continuous Learning Points data update window 
appears (see Fig. 5). 

http://www.atrrs.army.mil/channels/acqnowcl/
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Fig. 5: Request Continuous Learning Points data update window 



ACQ Now CL Student Quickstart Guide -- Version # 13.10.03 

 

8  

5. Under the Event Information heading, fill out the necessary 
information, then click on the Submit Request button.  

 The Point Request Confirmation window displays notifying you that 
an email request has been sent to your Supervisor (see Fig. 6). 

 
Fig. 6: Point Request Confirmation 

 Congratulations! You’ve just requested CL points from your 
Supervisor. 

 

3.3 QUICKSTART: How Do I Find or Register for a CL Event 

After you have created your Profile, registering for a CL Event is easy. 

1. In the Student Main Menu, under the Catalog menu, click on the 
Find/Register for a CL Event link. 

 The Find A Continuous Learning Event window is displayed (see 
Fig. 7). 
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Fig. 7: Find A Continuous Learning Event window 

2. Here is where you can narrow your search for appropriate events.   
 Note: None of these search fields are required. If you want 

the broadest possible search, merely click on the Search 
Catalog button.  Making selections from this page narrows 
your search. 

 Under the Catalog Search heading, you can check any or all of the 
available categories: 

* Academic Courses and Degrees 
* Experiential and Development Assignments 
* Professional Events 

 For this example, check Professional Events. 

3. Under the Advanced Options heading, notice that you can narrow 
your search by selecting from any or all of the available fields: 

* Location  
* Web Based Events  
* The name of the Event or 
* Date Range 
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4. In the Event dropdown list select your Event. 

5. Click on the Search Catalog button. 

 The search results window is displayed with one event listed that 
matched your search criteria (see Fig. 8). 

 
Fig. 8: Continuous Learning Events search results window 

6.  At the bottom of this window, click on the Click HERE to view 
schedule (1 scheduled) link. 

 The Event Schedule for Discovery Map Training window is 
displayed (see Fig. 9). 

 
Fig. 9:  Event Schedule for Discovery Map Training window 

7. To sign up for this Event, under the Location header, location link. 
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 The Student Continuous Learning Application window is 
displayed (see Fig. 10). 

 
Fig. 10: Student Continuous Learning Application window 

8. Notice that all your Student Profile information has automatically 
populated this application. It’s just that easy!  If all of your information 
is correct, all you have to do to apply for this Event is to click on the 
Submit Application button (see Fig. 11). 
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Fig. 11:  Application Confirmation 

 Notice that an email has been sent to both you and your Supervisor. 
Now, your Supervisor must approve your application.  When your 
Supervisor approves, then your application is forwarded to the 
Training Manager for the Event. The Training Manager then 
approves or disapproves your application. When the Training 
Manager approves your application, you get a confirmation email. 

 Congratulations! You are now registered for this CL Event. 

 

3.4   QUICKSTART: How Do I Request a Cancellation? 

If you need to cancel your reservation for a CL Event, in order to avoid 
being counted as a “No Show” you must submit a Cancellation Request 
and it must be approved by your Supervisor, and then approved by the 
Training Manager before the Event begins. Here’s all you have to do: 

1. Go to the ACQ Now-CL website at:  
   www.atrrs.army.mil/channels/acqnowcl/ 

 Under the Student Menu, click on the Request Cancellation link.  

 The Cancellation Options window displays (See Fig. 12). 

http://www.atrrs.army.mil/channels/acqnowcl/
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Fig. 12: Cancellation Options window 

2. In the Cancel Training Application sub-window, click on Continue. 

 The Student Applications window displays (see Fig. 13). 

 
Fig. 13: Your Student Applications window 

3. Under the Previous Applications header, select the Event you want 
to cancel by pressing the red C button in the field on the far left. 

 The Cancellation Request window displays (see Fig. 14). 
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Fig. 14: Your Student Applications window 

4. In the Enter your reason for canceling this application dialog box, 
enter the reason you want to cancel your reservation to this Event, 
then click on Continue. 

 The Cancellation Request Confirmation window displays (see Fig. 
15). 

 
Fig. 15: Cancellation Request Confirmation window 

 Once your Supervisor has approved your cancellation request, and 
then the Training Manager has approved as well, you will get an 
email confirming your cancellation. 

 Congratulations! You have just cancelled your reservation for a CL 
Event. 
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