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1. INTRODUCTION
About ACQTAS

ACQTAS, the Acquisition Training Application System, is the DoD’s web-based system for
creating applications for DAU training courses. Additional functions allow DoD students to
review and edit DAU applications, and review DAU course descriptions and class
schedules. Students can also create and edit travel worksheets for reservations that
require travel. Students are required to create a profile before the system grants access
to all system features.

Sections are provided in the main menu for Continuous Learning activities, Help, FAQs,
and Links to other related systems, such as Career Field Certification and Defense
Acquisition Corps.

To find out more about DAU Training and other career management programs, please
visit the 4™ Estate DACM website: http://www.dau.mil/doddacm/.
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Bolding — Words printed in bold letters display exactly that way on the Web site.
The term text box refers to a place on a form where text is required. Enter text

directly from the keyboard or select an item form a drop-down list located to the right

of the text box (where available). The availability of a drop-down list is shown by an
arrow symbol (). Drop-down lists allow only one option to be placed in the

corresponding text box.

When referring to a specific area of a window, an item may be highlighted in an

accompanying graphic or “Figure”. The convention used is to draw attention to the

item with an arrow. An example of this convention is shown in Figure 1.

Option 4 - - Date Range

Yiewy the no shows within selected date range.

From |Oct =||1 =||2008 =| to |Oct =|[4 =||2010 =]

1
Jan

har
Apr
hlay
Jun
iﬂ'g Arrow convention
Sep
ot
Moy
Dec

Figure 1: Arrow Convention

Radio buttons ( @® O ) are used when only one option from a pair or a group should

be selected. A green dot in the center of a circle indicates that option is selected.

Click in a radio button to add or remove its dot.

act as a button to present additional information.

Icons (Iﬂ) are used to draw attention to special features. Often an icon will also
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3. GETTING STARTED

Who May Participate in Continuous Learning
Events?

The DoD Continuous Learning Program is targeted for members of the Defense
Acquisition Workforce. All DoD members may participate in CL Events, but only
Acquisition Workforce members need to track their CL points to meet DoD requirements.

How Do | Register for Continuous Learning
Events?

Most of the information that you need to request enrollment is already in the ACQTAS
system. Log on to the ACQTAS for DAU Training site; click Apply for Training; browse
through the catalog to see what events are available; and submit your application for the
events that best meet your needs.

How Do I Request Continuous Learning Points?

ACQTAS helps you request approval from your Supervisor. If you have requested and
received your Supervisor’s approval through the system and successfully completed a CL
event, you obtain credit towards the Continuous Learning Requirement to earn 80
Continuous Learning Points (CLPs) every 2 years. Graduation from DAU classes is
automatically credited to your CL point total for those events. Additionally, if you have
completed a DAU course for certification in the last year, that course is also automatically
entered into your CL record.
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4. ACQTAS STUDENT USER INTERFACE
Student Log In

As a Student, you are required to Sign In to the system with either a Common Access
Card (CAC) or your Social Security Number (SSN) and Date of Birth (DOB). Once you
have entered the ACQTAS DAU site, you may search and apply for DAU training events
that will help you meet your certification and continuous learning requirements. You also
may request enrollment in a variety of events, obtain your Supervisor’'s permission to
attend activities, check your registration, and keep track of how many “points” you have
earned toward your ACQTAS CL requirement.

Student Home Window

1. Tolog on to the ACQTAS system as a Student, navigate to:
https://www.atrrs.army.mil/channels/acgtas/default.asp

2. Read the displayed Privacy and Security Notice. Click the 1 Agree button. The
ACQTAS Home window opens.
Sign In

The use of features in the ACQTAS system as a Student requires a Sign In. To Sign In,
use either your Common Access Card (CAC) or your SSN and DOB.

3. To begin the Sign In process, select your Defense Agency Component from the
drop-down menu (see Figure 2).

Click to
select

Agency

Ploass sign in belows

Please 3 eiend wour Dodenas Ageny

3

[y ——
CAC 0 BEM and DOB

Pty AcT §latetenl

Mgn L5 Crvilsyns . Fleasds ropd

Tes dcgeiniian Training Agplicaion Syatemn (AD
military degartraais The g ap ol i wsb a b i lp s

[T e T2 P R 3 S Uik L @i MbEadiaki §, 184 i I
Traiiah olfered by DL Tramung reguests ke rrlitary peracnas will b iiecied Mews 12 this Sils- Wa
TRECETETIENG R V0L ek Tew e 1

Figure 2: Defense Agency Component
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If you prefer to use your CAC as your Sign In Option, skip to paragraph 8.
Note: To use the CAC you must have both the DoD Root Certificate and your CAC

identity certificate installed on your workstation.

If you prefer to use your SSN and DOB as your Sign In Option, then click on
the SSN and DOB radio button as shown in Figure 3.

After clicking on the SSN and DOB radio button, the Social Security Number
and Date of Birth entry boxes display.

Enter your Social Security Number in the appropriate text boxes, and select

your Date of Birth from the drop-down lists, as shown in Figure 3 (after you
enter your SSN and DOB, skip to paragraph 15).

Please sign in below:

ocial Security No:

Date of birth;

FPlease select your Defense Agency

Sign In Options
CAC @ 335N and DOB

Manth - Day = Year

-

|Enter
Data

Privacy Act Statement

What is CAC?

Non-U5 Civilians - Please read

Click to
continue

Figure 3: SSN and DOB sign in

Users with a Common Access Card (CAC) may use their card to Sign In to most

military sites. The CAC card is a Department of Defense issued smartcard used

for various tasks, which include user authentication, e-mail encryption, and secure

computer log-ins.

To Sign In with a CAC you must have both the DoD Root Certificate and your CAC

identity certificate installed on your workstation. These certificates are digital

documents that provide the identity of a web site or an individual. If you do not

have the DoD Root Certificate or your CAC certificate installed, you should contact

your system administrator or Sign In with your SSN and DOB. If at any time

during Sign In you are prompted for a missing certificate (see Figure 4) or to

choose a certificate where no certificate exists (see Figure 5), contact your system

administrator for assistance.
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Flease try the following:

The page requires a client certificate

The page you are attempting to access requires your browser to have a Secure
Sockets Layer (S5L) client certificate that the Web server will recagnize. The clie
certificate is used for identifying vou as a valid user of the resource.

« Contact the Web site administrator if you believe you should be able to vi o,

F)

»

Figure 4: Missing DoD Root Certificate

Sign In Options
& CAC S5M and DOB

Choase a digital certificate

Identification

I 4 Please choose a cerbficate.

The website you wank fo vew reguests idenihicabon.

B

Mamme pEET
More Infa... | | View Carificate... |
oK | | Canesl

Figure 5: Missing Client Certificate

Note: This guide illustrates the use of ActivCard Gold, an example of CAC reader

software widely used by DoD agencies. If you require assistance in the set up and

installation of ActivCard Gold or any other CAC reader software, contact your

system administrator for assistance.

At the website’s Logon window, ensure the Sign In
Options radio button ('@' O) is set to CAC (see

Figure 6)

Sign In Options
@ CAC () SSM and DOB

Figure 6: Sign in with CAC

An alert box opens and asks for a valid digital certificate. Select your valid

identity certificate from those listed in the Choose a digital certificate alert box

and click OK (see Figure 7). Be aware you may have more than one certificate

displayed (e.g. an E-mail certificate for Encryption or Signature). If you select the

wrong certificate, and the system does not allow you to Sign In, you must Close

your browser and re-Open it, then select the appropriate certificate.
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[ Choose a digital certificate —— @lﬂ_hr
Identification

The website you want to view requests identification.
_ l 4, Please choose a certificate.

Marne Issuer
SMITH.JOHN DOD EMAIL CA-23
| SMITH.JOHN DOD CA-23
[ Mare Info... ] ['l.n"lew Certificate... ]

[ oK ][ Cancel ]

L - o

Figure 7: Choose a Digital Certificate

12. The CAC Reader Software — Enter PIN dialog box opens (see Figure 8). Enter
your PIN (Personal Identification Number) and click the OK button.

ActivClient Login R

Actividentity

ActivClient

Please enter your PIN,

PIM e +

% OK | Cancel

Figure 8: CAC Reader Software- Enter PIN dialog box

13. Note that you may be prompted to review your social security number and date of
birth before you are signed in to the system.

14. If you belong to any Defense Contract Management Agency (DCMA), there is
one more step in the Sign In process. You must select the regional/subordinate
organization to which you belong before you may access the main menu of the
ACQTAS system. Once the regional/subordinate organization is selected from the
list, click Submit and Continue (see Figure 9).
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Select from
the list

Please select your regional / subordinate org
Transportation Center DCMAC-JT
Contractor Purchasing System Review DCM,
Terminations Center DCMAC-ET
Industrial Analysis DCMAC-S
Plant Clearance DCMAC-EP
Contract Safety Center DCMAC-J13
Caontract Integrity Center

Combat Support

Earned Value Mgmt Center DCMAC-Y _ .
BUSINESS OPERATIONS CENTER DCMAC-E C||Ck to continue
Technical Operations DCMALC-J

Figure 9: DCMA Log In

Student Main Window

Once you have successfully logged into the system, you are directed to the main Student

[ Submit and Continue |

window. This Student Main Window provides a series of menu options to register for
courses, maintain your course schedule and CL requirements, plan your travel needs, and

L 4

determine your certification requirements. You may ACQTAS Cominuous Leaming

o . CL Cycie . .
return to the main window at any time. To do so, use Status Continuous Learning Points

80 Cigvent Points

the Main Menu hyperlink provided in the upper right

of each window. ! N 2 \
ACQTAS Dashboard mesng L = |
Functionality comiarme s ez

Total Ponts Requested Pending Superasor

Appreeal oy

In this release of ACQTAS, the system features e
Dashboard functionality. The Dashboards are ACOTAS Training Applieations
Humber of Pending Applications; ©

provided for the Student user, Supervisor, and
Registrar. Each group uses their ACQTAS

Humber of Training Beservalions; 0

Dashboard for different purposes and has access to PRt . F CuEia) A Mty B
different system features. ACOTAS Student Travel

15. The Student Dashboard includes sections for o e e e T o statms_ |

Yo hiwe o Tidimng Reguaes] & s fams

Continuous Learning Cycle Status, ACQTAS ITAS Shacarn Tiae
Training Applications, ACQTAS Student ACOTAS Career Fleid Cerification

Travel, and ACQTAS Career Field M

Certification (see Figure 10). This feature

only updates for employees that are annotated

. _— Figure 10: Student Dashboard
as being a member of the Acquisition

Workforce, and have logged into the ACQTASCL system at least once to verify the

start date of their two-year CL period.
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16. The ACQTAS Training Applications Dashboard feature displays information

17.

related to Student training applications (see Figure 11). It shows the number of

courses for which you have applied that are still pending approval and courses for

Number of Pending Applications, Number of Training Applications,

which you have received approval. If you click one of the blue banners labeled

or

Number of Training Application Waits, a panel opens under the banner (see

Figure 12). The panel displays information about the courses for which you have

applied. Click on a course to review and update the corresponding application and

re-submit if necessary.

ACQTAS Training Applications

Number of Pending Applications: 3

Number of Training Reservations;o DO MEGITION

Number of Training Application Waits: 0

Review/Edit ACQTAS Training Applications

Figure 11: Review/Edit ACQTAS Training Applications

ACQTAS Training Applications

NMumber of Pending Applications: 3

|Cuurse ” Start Date ” End Date ”App Status |
CON 100 (DAU) 18 Nov 2010 21 Nov 2010 Pending
GRT 201 (DAU) 23Mar2011 27 Mar 2011 Pending \
LAW 801 (DAU) 03 Aug 2011 07 Aug2011  Pending
Click in

the row

Number of Training Application Waits: 0

Review/Edit ACOTAS Training Applications

Figure 12: Course Information

Click on the Review/Edit ACQTAS Training Applications button to view all

pending and previously processed applications (see Figure 13). Use the icons to
carry out specific functions related to your application(s). Please refer to the

Review / Edit Applications section of this guide for step by step instructions on

how to utilize this function.
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Chck an the class moamber fo resewiedd your spplicafion. Highlighl and Click on an spp heation fo visw e applicalion’s path. Once the pathing window i= open, pos can
mesend noffication fo the Fol whose decision iz pending conceening yaur appl icafion by cicking on #e on the PoC emal sddress thad is highlighted and underfned for
T course thal o have apelied for pog@enail oo Yo may dekste any applcation el fas nob vt Baan approved as & mseretion orwall by cickng e EN (dalsta)
tudnn You may request cancaliaion of a resemaion §enmiiment by elicking on the B [rancel) Bution beside ihe dase numbes o egin the prmesss, Cantelaion
requesls sl be spproved by raireng offcals in vour component and processed by vour components Quols Mansger. Trese sc8ons musl be Cormpleled nol bilerthan )
days befom e class repart date W peeven| 2 Mo Shaow status on your recond. You may ot apply for the same courss uni| you recetve an email confirmation that waur
cancaliation has besn poossed by your companents Quota Manager. Hyou wisk 1o adi a Previous Appl cation, oick on the I8 iresubmil) bution boside the class. You
mary amand your applcation 1o a suilsbie daleocadon prafeence and press fie subm i budon & e end of fa spplication Toemn o Ty again Mele: You tannct arend e
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Y Sl e . | Liauw Clasn Appieation Bt

J : ) __ Beporiboio || siwibmie st P | Apphos
ER 2011 s BICF 215 (DL pell 2011 252011 Perding = a2 d
ER 2011 501 BCF 128 {DWLT 807 BH 102011 B I2011 Fanding a W20
en [|cre % || mepartime || suetous M exowed | "™ || apone
i 5 BOF 07 2l RTEAD 110700 veaarvaion | Carcsllation Daciggn Pendng P | REr T nk i
N 2011 507TA POM 103 O 3 1120 11382010 T n cancele T Sucted P 11722310
2011 505 GO 100 DALY P T 1] 1 21720110 . ' £l it . 2] = 11F22010
011 5DE  BCF 301 DA o BTy 1) 1 2452010 T 355 P reporiad I 11722010
201 50 BCF 205 DAL Tod 3 A F2011 arvalor a! i P 11000
I 507 BCF 202 D) 07 BMZ011 Gr2oid Resarvalior i 3 I TOGE2010

Figure 13: Training Applications

18. The Travel Functions Dashboard feature displays travel information related to

19.

course sites (see Figure 14). It indicates the status of each travel worksheet that
you created or submitted.

Travel

|Cuurse Report Date||Location Travel Order Ho. Status

BCF 205 (DAUY 1/10/2011  KETTERING, OH N4367707T014722 ﬁ;”nedr}z;”‘em

BCF 301 (DAU) 12/6/2010  HUNTSVILLE, AL N4367707T010001 ﬁ;”ned”ig;”'am

Figure 14: ACQTAS Student Travel

The Continuous Learning Site Dashboard feature (see Figure 15) displays the
number of points you have achieved in relation to the 80-point CL requirement.
This CL summary feature helps you determine how many CL points you must earn
to meet the CL requirement in the correct amount of time. Click on the
Continuous Learning Site button to access the ACQTAS Continuous Learning
website where you may view your current CL status (Note: This information only
shows for Defense Acquisition Workforce members in coded acquisition positions).
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ACQTAS Continuous Learning

CL Cycle :
Biais Continvous Learning Points

80 Current Points

Mo Risk of not
mmgeling CL
Reguirement

Continuous Learning Period: 01 Gt 2006 - 01 Oct 2008
Talal Points Panding Completion of Evaluation(s ) o
Total Points Requested Pending Supanvisor
Approval

=1
o

ACOTAS Continuous Laarming Site

Figure 15: Student Continuous Learning Site

20. The Certification Site Dashboard feature displays information about your
current certifications to aid you in the determination of your next required level of
certification. Click the ACQTAS Career Field Certification Site button. You are
directed to the ACQTAS Career Certification site where you may view current
information about your certifications (see Figure 16). Only Certifications you
earned that are relevant to your current Career Field, as annotated on your
ACQTAS Profile, are displayed. Click on the ACQTAS Career Field Certification
Site button for additional options, including the capability to view all certifications
that have been previously earned.

ACQTAS Career Field Certification

Primary Career Field
Career Field Level Achieved ||Level Required ||Certification Deadline |

COMTRACTING I 01 Jan 1982

ACCOTAS Career Field Cedification Site

Figure 16: Student Continuous Learning Site
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5. ACQTAS Student Functions Menu

The ACQTAS Student Functions Menu is located on the left-hand side of the window.
The menu is composed of a series of links, which are listed in the table below. Select a
heading in the table to jump to the instructions for the corresponding menu link.

Student Functions Menu Overview
Update Student Profile Resend Approval Request E-mail
Apply for Training DAU Schedule Lookup
Search for Continuous Learning DAU Course Lookup
Modules
Review / Edit Applications Update Regional Organization
Create / Edit Travel Worksheets Logoff
Request Cancellations

| ACQTAS Student Functions

Update Student Profile

Apply for Training

Search for Continuous Learning Modules
Review/Edit Applications

Create/Edit Travel Worksheets

Reqguest Disability Accommaodations
Request Cancellations

Resend Approval Reguest Email

DAL Schedule Lookup

DAL Course Lookup

Lpdate Regional Organization

Logoff

Figure 17: Student Functions Menu

Update Student Profile
Use the Update Student Profile link
to update the information in your

ACQTAS Student Functions
pdate Student Profile
Apply for Training

Review Individual Development Plan

Student profile.

21. Click on the Update Student
Profile link (see Figure 18).

Figure 18: Update Student Profile Link
22. The Student Profile window opens (see Figure 19). The information you provide
in this window is automatically copied to applications within the Apply for
Training window.

12 ASM RESEARCH
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Imporant! Fields marked with am asterisk [*) are auto populated from DCPOS through Cata Mart. Hthers is any missing or incomect
data in your profile, you may
request cormeclion Mrough your supeéndsor and Human Resource (HR) Depanment. Once DCPDSE has been cormected, your profile

will feflad] ipdated infaimalion

verify/ Enter Student Information

Stwdent Info:

55N 000000000 " Last Name: ITUDENT ™ First Hame: SAMFLE = ME

"Gender: M DateofBinth: 1 ~ Jan = 1326 =

Home Street; 1234 MY HOME STREET City: THKER 4FE Siate: OK + FIp: 73145

Disabiities: Mo ~ Special Reguirements: Please select 3 Spedal Requerernant if Disabled -
* Pay Plan: G5~ Pay Grade: 09
® Clvilian Job Series: 0050 Le, 0123 ntemm: Mo =

Origin Airport Code: 5% Click hare lo search far an airport code

Student’s Certification Info:

DAC DAL Membership Date: 01 Jan ACQ Workforce
Membership: Y 2005 Member: ¥
Posibon Career Field || Level Required Oate Entered Postion
CONTRACTING I n 01 Jan 1950
Career Fiehl |[_Levet Achicved || Date Cortnea
COMNTRACTING | 11 03 Feb 1992
PURCHASING | I 30 Jan 1881 |
Stisdants Contact Inko:
P LR Defense Commissary Agency [DaCA)
Duty Address: 123 Wy WORK STREET City: THKER AFB Stage: 0K = 7P 7345
Couniry Where Currently Located: UNITED STATES -
Phiona; 753 - 955 - 555 gl
DSH: 702 . 22 Fa: 703 . 588 . 5555

Important! Since AQCTAS uses amail o notlify students, ensure you enter your cormed email address.
Wilis mot enléngd comectly, you will nob be infermed aboul your endallminl

Ermail: sampwaludanufasm com

Supervisor's Comtact info:

Hame: TEST SUPERVISDR Phome: 555 - 555 - 5855 et

Important! Flease ensung you enter your supenisors comect emaill address.
e address is enterad incomecty, your application will nod be processed

Email; testsuperZanyemail provider

Press the “Update Profile” sutton to continue
Figure 19: Student Profile Window

Verify your personal details as they display in all sections of the form. Make

updates as necessary. Note that these updates must usually be made in the

Defense Civilian Personnel Data System (DCPDS) by a member of the Human
Resources (HR) department of your organization.

Note that a number of sections or “fields” in the form require an entry. If you fail
to complete one or more of these fields, the system prompts you to do so and
indicates with an arrow icon (=) where the omission(s) occurred. You must
complete all required fields before the form can be updated. If you fail to fill in
one or more required fields, an error message displays at the top of the window.

After you finish verifying and updating the information on the Student Profile
window, click the Update Profile button at the bottom of the window to save
your changes (see Figure 20).
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Fields marked with an (*) are automatically populated from DCPDS/AWDIT. If
any fields that are marked with an (*) are incorrect, you must have this
information updated in DCPDS/AWDIT for it to reflect accurately on your ACQTAS

Profile.

Student's Contact Info:

L GEDGETLLE Defense Commissary Agency (DeCA)

Duty Address: 123 MY WORK STREET City; THKER AFB Siate: OK ~ g 73145
Country Where Currently Located: UNITED STATES -

Phome: 703 . 558 . 855 it

DSK 03 - Fax: 703  _ 558 - &EER

Important! Since AQCTAS uses email fo nolify students, ensure you enter
ifitis not entered comectly, you will not be Informed about your enrpliment.
Email: samplestudentBiaseme com

Supervisor's Contact Info: changes

Hame: TEST SUPERVISOR Phone: 555 . geg _ BEE

Important! Please ensure you enler your supenisors correct amail address.
Ifthe address is entered incorreckly, your application will not be processed.

Emaik; testsuper@anyemai provider

Click to save

Press the "Updata Profile” button to continue Update Profike

Figure 20: Update Profile Button

27. After you click Update Profile, the system saves the changes and a confirmation
message displays (see Figure 21). Once your Student Profile has been updated,

you have the option to Apply for courses or return to the Main Menu.

Thank you. Your profile has been successfully
created/updated.

You may now apply for training. Click here to apply or click
here to return to the Main Menu.

Figure 21: Profile Update Confirmation

Apply for Training

28. Use the Apply for Training OOaE SO FTomeE

link to sign up for DAU Apply for Training Select
Training courses. To register Review Individual Development Plan

for courses from the Main
Menu, click the Apply for Training link (see Figure 22).

Figure 22: Apply for Training Link
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29. The Search for a Course window displays (see Figure 23). This window allows

you to search for courses you want to attend. The Search for a Course window

is comprised of three steps.

Acquisition Training Application System (ACQTAS) Main Menu Log Off

1220
Acguisition Training Application System (ACQTAS)

Select a Course rom the list bedow.

Pedarm the steps below o find a coursé

[ step One

dificulty locating Confinwous | eaming Modules, you may dick fgrg o seanch for & Conlnwous Leaming Madule

I arder o $eled a course, first Seled a Training Calegany. You can then dick on the saall-bar 1o ind ®e appropriabe course. B you ane hawing

Training Category: @ DLl Classroom and Web Coawrses D Conlinucus Leaming Modulas Harsard Business Managemant Badules

Step Two

I arder o Sel&d 4 course, firsl click on he down-amow. You can lhen click on thé scroll-Bar 1o ind e approghale course

Courss:

[stem Thres I
The last sbep is [0 press e “Seled Courge” Bullon

Figure 23: Apply for Training Main Window

30. To complete Step One of the course selection process, select the appropriate

radio button. The radio buttons determine the type of courses from which you

may search. The radio button options are DAU Classroom and Web Courses,

Continuous Learning Modules, and Harvard Business Management
Modules.

31. In Step Two, select a course from the drop-down menu (see Figure 23).
that the courses are listed in alphabetical order by Course Title. Click the
Course button in Step Three to continue (see Figure 23).

32. For online courses, after you submit your course selection, the application

displays. Verify that the information retrieved from your profile is correct,

Note
Select

and

then click the Submit Application button (see Figure 24). Proceed to paragraph

44 for further instructions.
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System Main Menu Lo

n Training ,.t"l.,[_:[_':llr_';iln:_'||'|

Acquisition Tramning Application System (ACOTAS)

S d with G0 SRMNEE [7) S Wl papul dted Mo DOPOS Brdugh Dals et Fhees d Sy st g S mdoimsd

iy
wBSN MIOudD Find SuBafat b afd Fumas Res ourcs [FR) Depan=wm O DCPDS nad tdan CoNemad. poul frolie

il reflec] updated information

ETEP Pive - Comglats the &pplcation

Fleas @ redenw poar profls Selam and updals i neceanary
Vil Cormpialned eaid ubiel Sy choeng thi “SURWIT APPLICATION" talion thal

apEears on T nght . or 38 M oo of his page
ar#yTniar Shdard Informalion
Cowrse Info

0N Solook S50 Cowfil S00 507  Phass

Clasise 301

Course Tithe: FUNDAMENTALS OF SYSTENS ACOURNSITION
Schocd Mame: D50 WE B BASED TRANNG ENROLLMENTS

Click here to
submit the
E== application

- 12 v

Dlass Location: Flps Weam daw rmal
Hepor] Dabe: THL Star Disbe: THD  End Datec TED

T

Chamse Predibe | Resend Motilicalsen | Studest Travel Mens | Loasll

...... Review Anolicatisls)

Figure 24: Submit Application

For resident courses, after you submit your course selection, the Select a
Location window displays (see Figure 25). This window only shows if the
selected event is to be held at several different locations or on different days.
Click on the appropriate location link to select an available class.

Acquisition Training Application System (A

1072212010
Acquisition Training Application System (A

Click on the school location (or DAL Web Address for web courses)
Click on the EE (Course Catalog) button to go to the DAL Course C
[T == = == = | indicate classes with no
= Wiew Course Catalog

Select a
[eTer e 5o location link

Selectthe desi
Courge Locatig

address is the location fo
asses with no available 3

GULATION (FAR) FUNDAMEMNTALS

COM 020

|:| ALABARMA Clasges E
HUMTSWVILLE AL {5 DAl South Region Campus 15 30
|:|I CALIFORNLA School Classes E
| -

EL SEGUNDO  CA (S05B) DAL Training Centar 2 5

Figure 25: Select a Location Window

Note that locations highlighted in RED currently have no available seats. If you
apply for a location that is highlighted in RED, you are placed on the waitlist.
Classes that are in a Cost Effective Location (CEL) are annotated by a blue C to
the left of the class number (IEN). Classes that are in a CEL, but that have a
current waitlist are annotated with a blue CW (M) to the left of the class number.
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While you are not required to apply for a course within your CEL, the choice of a
non-CEL class requires you to provide a justification for that request.

CcE on the school location (or DAL Wiab Address for web courses) to st avallable das:ses Tor that location
Caick an the EE (Course Catalog) button o go ko the DAL Course Catalog and review the Course Desoipsons
Courge Localions Fal are hsplaved in red mdcale dasses wilh no Svailable spaces

EH - View Course Catalog

STEF Fivrit - Sarbact & Liocation:
Select the gezirs

afy =5 is the location for web based courses, and you must click on i) Course Locations thal are

mos! goonomical location (wih vacancies ) for you 1o afiend this course using ransporation

dizplayed
U 1 -
C" indicates a
Bshimatas c ﬂst Eﬁective cost analysis. Also a location, represented by BEl has been determingd to be fhe most
fairsporlalian esbmales rorm vour residentce stalicn Hp code and higlorical cost analysis, II
anatinn (c E L) lify vour reason in the pages thal foll s

Course Title

Red text
indicates no
available seats

"CW"
indicates a
CEL with a
waitlist

=]

SAN DIEGD | CA (505

CJfowe ]

aits || Next Class Start Date ||

stimated Cost |

Figure 26: Cost Effective Locations

36. The Step Six — Select a Class Offering window opens. Click a class number link
to select the corresponding class (see Figure 27).

37. Not all classes that DAU has scheduled are available to all employees. If a class is
displayed in the DAU Course Schedules site, but is not available for you to apply,
it is either because the class is already full and has reached its maximum
allowable wait list, or the class is an ‘onsite’ class that is only offered to employees
of a specific agency/organization.

The Resardation Cul-Off Date, reflected below, is the last dale thal applications can be submitted and/or approved Tor that
class

sl Click to select the

The last stepin r.

corresponding class

HU VILLE , AL (506) (DAL SOUTH REGION CAMPLIS) CON 080 FEDERAL ACQ REGULATION (FAR) FUNDWMMENTALS

[ class Type || Reserv cut-on pate || start || Ena || Avaitabte || weaits
Classroom 11/20/2010 1112012010 1212312010 10 0
014 Classroom 42011 14201 1282011 18 ]

Figure 27: Select a Class Offering Window
38. A Prerequisite Set may display for some courses. These prerequisites must be

met for a Supervisor to approve the course application. Click Continue to
Application to submit a course application (see Figure 28).
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Required Prerequisite Course(s) for BCF 211

Prerequisite Set
BCF 102

AND

BCF 103

AND
BCF 106

Continue To Application

Figure 28: Continue to Application Button
39. Enter the ranges for your dates of availability in the Application Info section

(see Figure 29). Note that the entry of date rangers only pertains to non-online

courses. It is important that you enter accurate Alternate Date ranges as your

Quota Manager uses them to reserve a seat for you in another class when the one

for which you applied is not available.

Application Info:

Alternate date range you are available for training: (Required)

From: Month = Day - Year = 7o Month = Day = Year -

Date range to avoid: (Optional)

From: Month = Day = Year =+ Toe Month = Day = Year

Figure 29: Application Info Section
40. If a course requires prerequisites that are not a part of your training history, you
must enter comments in the Comments box to submit the application (see Figure

30).

Email: testsuper@anyemail provider - - .
_ Comments
go here

Enter comments about prereguisite courses here...

Figure 30: Comments Box
41. After you have entered potential alternate training dates, click the Submit
Application button at the bottom of the window (see Figure 31).

Step Eight - Submit the Application:

You must press the 'SIJIII"I'I!Iﬁ.DIZIIICQT.IEII‘I' bution and recaive a
application. If you are, instead, returned 1o the application form
them, and press the “Submit Application™ button again. If you o
confirming this action please return to ACQTAS, and select the

gn to successfully submit your
pinting 1o discrepancies, comect
ot receive an eMail notice

menu option.

Submit Application

Figure 31: Submit Application Button
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you and your

Supervisor. Review the provided information (see Figure 32). Click OK to

complete the application submission process.

I

Message from webpage

o

F 1 All correspondence is by ernail. Verify the email addresses below are
' correct before submitting this application.

Student Email: samplestudent@asmr.com
Supervisor Email: testsuper@anyemail. provider

[ Click CAMCEL to update your application, ul
i [ Ok l ’ Cancel
. L J

Figure 32: E-mail Verification Message

43. A second confirmation message displays (see Figure 33). Click OK to finalize the

e-mail notification that is sent to you and your Supervisor.

Message from webpage ﬁ

. Anotification has been emailed to the student and to the student's
i Il SUpErvisor,

Figure 33: E-mail Notification Message
44. After you click OK for the second time, the Training Application

window displays (see Figure 34).

Acquisition Training Application System (ACQTAS)

Confirmation

10222010
Acquisition Training Application System (ACQTAS)

Training application confirmation

STUDENT SAMPLE has applied for the class listed balow: Application Date: 1

FY: 2011 5School: 505 Course: BCF 211 Phase: Class: 016
Course Tithe: ACQUISITION BUSINESS MANAGEMENT

School Name: DAL WEST REGION CANPUS

Class Location: SAN DIEGO, CA

Report Date: 6/20/2011  Start Date: 52002011  End Date: 67242011
Delivery Method: Rasident Remarks: None

02212010

Return to Main Menu

Figure 34: Training Application Confirmation Window
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Search for Continuous Learning Modules

Use the Search for Continuous Learning Modules link to acquire information about a
course by name.

45. Select the Search for Continuous Learning Modules link (see Figure 35).

Review Individual Development Plan
Search for Continuous Learning Modules

Review/Edit Applications

Figure 35: Search for Continuous Learning Modules Link
46. The Search for CL Modules window displays. In this window, you may search
for specific courses by the course number or course title.
47. Select the year of the course from the FY drop-down menu. In the Keyword(s)
text box, enter the course number or course title. Click Search (see Figure 36).

Acquisition Trainina Annlicatinn System (ACQTAS)

10/252010
Acquisi

Search for CONRALOL

Enter Search |
Criteria

F: 2011 -

Keyword(sk {Search on course numoer or course title. )

Click to
continue

Figure 36: Search for CL Modules Window
48. After you click Search, the system queries the course database and displays the

results in Search Results window (see Figure 37).

Search Results for 'Business’

Click on Course Mumber to apply for Continuous Learning Module.

ﬁﬁ:ﬁr::r Course Title

CLC o0a SVC-DISABLED VETERAM-OWMED SMALL BUSINESS PGM
CLL 015 BUSINESS CASE AMALYSIS

FAC 009 SET ASIDES FOR SMALL BUSINESS

FAC 013 SHAPING SMART BUSINESS ARRANGEMEMNTS-EXPERT ED
FAC 031 INTRODUCTION TO SMALL BUSINESS

FAC 032 SMALL BUSINESE: A REQUIREMENTS APFROACH

HBS 202 BUSINESS CASE DEVELOPMENT
HBS 203 BUSINESS PLAM DEVELOPMENT
Figure 37: Continuous Learning Modules Search Results window
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49. In the Search Results window, click on the desired Course Number on the left
side of the screen to be directed to that particular course application (see Figure
38).

Search Results for 'Business’

Click on Course Mumber to apply for Continuous Learning Module.

Course
Humber

CLC 00

Course Title

C-DISABLED VETERAN-CWMNED SMALL BUSINESS PGM

CLL 015 S5 CASE ANALYSIS

FAC 009 L BUSINESS

FAC 013 Click INESS ARRANGEMENTS-EXPERT ED
FAC 031 MALL BUSINESS

FAC 032 SMALL BUSINESS: A REQUIREMENTS APPROACH

HBS 202 BUSINESS CASE DEVELOPMENT
HBS 203 BUSINESS PLAN DEVELOFMEMNT

Figure 38: Search Results window

Review / Edit Applications

Use the Review / Edit Applications link to review or edit pending applications.

50. Click on the Review / Edit
Applications link under the Search for Continuous Learning Maodul

ACQTAS Student Functions Review/Edit Applications
menu (see Figure 39). Create/Edit Travel Worksheets

Figure 39: Review / Edit Applications Link
51. The Review / Edit Applications window opens (see Figure 40).

Acquisition Training Application System (ACOTAS)

= 10252010
G% Acqguisition Training Application System (ACQOTAS)

Chcicon fhe class numiter to reviewsedi your apgdicaban. Highlight and Cick on @ applic aion b Wes the appication’s path. Once e pathing windos 55 0pen, yau ©an
ras ered noification io the Po whose decision (s pandimg concaming poor appication by clicking on the on $a PoC emall addess That i highligined and undarine for
s couirse et you haes appiied fon poc rr"l'l HLEDO Vi may Galetg ey Al Al an thag has nol yel Deed apoeovad &5 & resaivalon of wal Iy clicking the EH iz
bulon. ¥ i msry rédgu ] cancalaion of a ressnalagn | erepm e by dicking on e I (e bullon bassse e ol nuenBsr 1 begn e eocess Cadelaion
requests rwst ke approved By raining oficials in your component and processed by your companents Quota Manager. Thess actions must b= completed naol lier thae 2
days befane i class mpor date fo prevent & Mo 3how stebus on pour recond. 'Wou msy not apety for e samer course untl you receive an emal cordmatian sal your
cancallation has been processed by s compenant's Quois Managar, Ty u wish W edil @ Pravious Seplication, click om s K desubmih Bubion beside he dass Vou
may Amand your s2lcainn 10§ talaDie EeAncabon grefamnee g ress 198 suRil Bundn &8 T and o 1he & palicalan K i I agam Nole: Yo casngl amand the
Cowss Mumbes (&g, Fom CON 202 4o CON 104}, ¥ou can only edd e dale (ocation prefersnce for the same courss. I you wash b sHend anoth e courss, pou must
subeet @ new ap plcation

EX - Dolsto sppiication  IE- Wew applcation Fath  B0- Reouas] Ermclimest Canceliztion K- Resubmi oelizaion

r I i

Class Clanx Apphcalinn | atr
T N |G = P - L -l -
ER =11 R ] BCF 301 (DM [INE ] 42011 4201 Fanding [ ] 1112040

Figure 40: Review/Edit Applications Window

52. The window summarizes a Student’s current applications for upcoming events.
Reservations that are pending show beneath the Pending Applications heading.
Reservations that may be cancelled are indicated by an E# icon in the far left-
hand corner. To cancel a pending reservation, click on the E# icon (see Figure
41).
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Pending Applications

FY Sch Crs Cls
_ - 2101 301 TBD
CI“:k F 101 (DaLh 023 araran
Ed 2011 2 201B 144 001542

Figure 41: Cancel Application
53. To request cancellation of a confirmed reservation, click on the K& icon (see

Figure 42).
Previous Applications
FY Sch Crs Cl=
C"Ck COM 100 (DALY 0ag 1118
BN 2011 GRT 201 (DALY E T T
B 2011 a06 LAW 301 (DALY oo 31320

Figure 42: Cancel Confirmed Reservation

54. The KM jcon allows the Student to edit and resubmit an application that was
previously disapproved. To resubmit an application, click on the Kl jcon (see
Figure 43).

Pending Applications

FY Sch Crs Cls
Ed 2011 = ACQ 101 a01 TED
Click
2011 BCF 101 (DALD 023 Lras
1 a01D ACQ 2018 164 411 a1

Figure 43: Resubmit Application
55. A HE3&l icon on the right-hand side of the window allows the Student to view the
application path, which is the process by which the application must travel for
approval. To view the application path, click on an available El icon as shown in

Figure 44.
[
Class icqt] Date
Start Date Applied
TBD Fending 100i25/2010
1102011 Fending 9/3/2010
12402011 Fending 752010

Figure 44: View Application Path
56. The Application Path window provides read-only Point of Contact (POC)
information for the Student’s Supervisor, Training Coordinator, and Quota
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Source Manager. The window also shows the date and result of Decisions
made by each of the Student’s Points of Contact on the application.

ﬂ ACGQTAS Application Path Display - Windows Internet Explorer provided by ASM Research | |
1 DORIS DAY Supenvisor samplesupen@email.com Concurrence 10122010
Training e ; : Man
2 FRED ASTAIRE Coordinator trainingco@email_provider i 1011212010
3 GENE KELLY Quota Source 10 yellv@dema mil
Manager

Done /" Trusted sites | Protected Mode: OFf fa » H1N0% ~

Figure 45: Application Path

Create / Edit Travel Worksheets

Use the Create / Edit Travel Worksheets link to create or edit a travel worksheet.

57. Click the Create / Edit Travel Worksheets button, as shown in Figure 46.

Feview/Edit Applications
Create/Edit Travel Waorksheets

Fequest Disability Accommaodation

Figure 46: Create / Edit Travel Worksheets

58. You are directed to the Prepare/Submit Travel Requirements Worksheets
window which contains the Student Travel Functions menu (see Section 6,
Student Travel Functions Menu ).

Request Cancellations

Use the Request Cancellation link to cancel CL points already awarded, delete a
pending request, or update and review previously submitted requests. Students may not
cancel an event reservation; instead Students must request the cancellation through the
approval of a Supervisor and/or Quota Manager. Note that this link only allows Students
to request cancellations for classroom courses. Students do not have the option to
request cancellation for web-based training.

59. Click the Request Cancellations link (see Figure 47).

Request Disability Accommodati
Request Cancellation :
Resend Approval Request Emai

Figure 47: Request Cancellations Link
60. The Review Training Requests window opens (see Figure 48).
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10Z22010
Acquisition Training Application System (ACQTAS)

Chck an the class moamber fo resewiedd your spplicafion. Highlighl and Click on an spp heation fo visw e applicalion’s path. Once the pathing window i= open, pos can
mesend noffication fo the Fol whose decision iz pending conceening yaur appl icafion by cicking on #e on the PoC emal sddress thad is highlighted and underfned for
T course thal o have apelied for pog@enail oo Yo may dekste any applcation el fas nob vt Baan approved as & mseretion orwall by cickng e EN (dalsta)
tudnn Yo may requeel cancaliaion of a reseralon §enmlinent by clicking nmneﬂuaum Basfion beside the case number o Begin the process, Cancalalon
reguesls sl be mpproved by raiteng ofcais in vour componen] and procsssed by vaur renls Guits Wansger. Trese 08 0mE mus be cormpleled not ble than J
days befom the class report date W peeven! 2 Mo Show status on your recond. You may nal -Clnph' for the same course unill you recefee an email confinmation that your
cancaliation has besn poossed by your companents Quota Manager. Hyou wisk 1o adi a Previous Appl cation, oick on the I8 iresubmil) bution boside the class. You
miay amand your applcation to & suilsble daleocadon prafeence and prass fie submit buton & the and of ha application foem o Ty again ol eannet amend ha
Coinrgas Mumibes d2 g, froe COR 303 60 COM 104 Vou Ca ondy ] the daledIneabon preferants fon he s couse Feiusish o aBand anomer coume, yiu migl
EUmil 3 nesw applicalan

EX- Defete Appicaticn B0 view Appiicabon Path B30 Request Enmiment Cancelaton B8 - Reswbmil Applcaticn

| Lhass Class Appieation e

FY Sl Cre .C‘I Repari e Slard Beln Stwius Patiy |

ER 2011 S0 BCF 35D D 2R VEAON Peeting T

ER 2011 501 BCF 128 (DL 807 BH 102011 B I2011 Fanding a W20
v s e = [ R o tone ren | i
A1 5 BOF 0 2l RTEAD TR0 Resarvaion | Cancsliaiion Decigon Pending L r | R0 T ]

N 2011 507TA POM 103 O 3 1120 11382010 T 1 35 t=zen Canceled ar noncorducked P 11722310
2001 505 COM 100 [Tusll P T 1] 12472010 B0 Shaey' BRI I 1o £haess 1] = 11F22010
011 5DE  BCF 301 DA g 130 1 2452010 Thiz class Fas reporbed I 11722010
201 50 BCF 205 DAL Tod 3 A F2011 et lar| L ail af 2] P 11010
I 507 BCF 202 D) 07 BMZ011 Gr2oid Resarvalior i 3 I TOGE2010

Figure 48: Requests for Approved Applications

61. To cancel an approved application, click on the Edll icon next to the event name in
the far left-hand column (see Figure 49).

Clas
FY Sch Crs Cls Henort

ACG 101 201 TBD
ACQZOMA

Class
Y Sch Crs Cl= Report Dal

506 COMN 100 (DALY n4g 11042011

Figure 49: Cancel Icon

62. The Cancellation Request window displays (see Figure 50).
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Acquisition Training Application System (ACOTAS)

- V22010
éa Acquisition Training Application System (ACQTAS)
. Reazon for cantellaior

|'l;|-||.'rm roasons for mmm

Reason for cancellation: | Work i@lated w
Othar Comments:

Figure 50: Cancellation Request Window
63. Select the reason for cancellation from the drop-down menu (see Figure 51).

Enter your reasons for cancelling this application

|
Reason for cancellation: | VWork related ~ |
Other Comments: | .

s Medical ' :
Conflict in schedule. Family problem ‘
Death

Incomvenient time

Training conflicts SE|ECt d
Laocation
Funds not available reason fﬂl’

Transpartation prablems | cancellation

Other (comments regquired

Figure 51: Reason for Cancellation

64. Enter an additional explanation for the cancellation in the Other Comments text
box and then click Continue (see Figure 52).

Emter your reasons for cancelling this application
Reason for cancellsion:  Wark ralated -
Olvi Comanvinls:

Enter Comments here I
| Click to continue Hm

Figure 52: Submit Cancellation

65. A Cancellation Request Confirmation window displays (see Figure 53). Note
that a cancellation request does not guarantee a cancellation; cancellation
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requests must be approved by training officials within your organization. Verify
that your Supervisor and Quota Manager approved the cancellation request prior
to the class start date to avoid being listed as a no-show.

Acquisition Training Application System (ACQTAS) Main Menu Log

S0
Acquisition Training Application System (ACQTAS)

Traring seplieaton canclion

MADDCRE M H has reguasiad Ths fnlisng applcation B cancallsil: Rt Datec 4002007

P 2011 Schook 5010 Cowse: BOF 101 (DAL Phase:  Class: 002

Comaraes Timhe: FUNDAMERNTALS OF COET AMALYEIE

Schgol Harre: DALl TRANNG CENTER, HANSCOM AP, Ma o
(Bass Location: HANECOM AFE, M, Mg from webpige i
Report Dt 4162011 Start Do 4016 |

A notificaticn has been emaled to the Student and to the sudent’s
Deiivery Metho: Classmom  Hemarks: | i = : 5 “

BUpERRGT.

. [ |

THe3 WER S4TE £ FOR OFFiCial UBE OHLY

Figure 53: Cancellation Request Confirmation Window

66. To delete a pending cancellation request, click on the icon next to the event

name in the far left column of the Pending

Applications window (see Figure 54). Note

FY Sch Crs

that only pending requests may be cancelled.

If the cancellation request has already been
approved, it cannot be cancelled. Instead,

Ed 2011

you must reapply for the course.

Figure 54: Delete Icon

67. A confirmation window displays (see Figure 55).

Microsoft Internet Explorer, E|

P You have indicated you wish ko remove your application For the Following class:

\“IJ}
Y2011

SCH:501
CRS:ECF 203 (DAL
PHASE:

CL5:003

This action CANMOT be undone. Press OK ko cancel this application,

a4 ] [ Cancel

Figure 55: Delete Confirmation Message

68. Click OK to cancel your application for the selected event. The Delete
Confirmation window displays to confirm your application is withdrawn and that
an e-mail notification has been sent to you and your Supervisor (see Figure 56).
Click OK to close the pop-up window.
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=

Microsoft Internet Explorer,

L 'f & notification has been emailed to wou and ko training officials in your componenk,
L

Figure 56: Delete Confirmation Window

69. The KM jcon allows the Student to edit and resubmit an application that has been
cancelled. To resubmit an application click on the K3l jcon (see Figure 57).

Pending Applications

FY Sch

Ed 2011 -
211 Click

1 501D

I= |m a1

Figure 57: Resubmit Application

Resend Approval Request E-mail

If your application has been pending approval for more than two weeks, use the Resend
Approval Request E-mail link to send another e-mail to your Supervisor to request the
approval of a training application.

70. Click the Resend Approval Request E-mail link (see Figure 58).

Request Cancellations
Resend Approval Reqguest Emai
DAL Schedule Lookup

Figure 58: Resend Approval Request E-mail Link

71. The Resend Approval E-mail window opens (see Figure 59). To submit a
notification to your Supervisor and request they review your application, click
inside the course(s) checkbox(es).
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Acquisition Training Application Systam (ACQTAS)

12552010

Acquisition Traigiog.d ion System (ACQTAS)

S Studen*

copy of the siudenl nolificalion senl fo your &mail address

wepo | e |

1 2011 558 CON112 301 1112010 Training TEST SUPERVISOR lesisuperi@anyemail provider 802090 1141

Aesend Hotifcation(s) I

|§-|:u ” Type ” POC Mame " POC Emadl

72.

Figure 59: Resend Approval Request E-mail Checkbox

If you want a copy of the notification e-mail also sent to you, click in the box next
to Send Student notification (see Figure 60).

Acquisition Training Application Systam (ACQTAS)

Acguigl System (ACQOTAS)

| Sand student notiication

E Class Date i Doy

| Jor [senfen  Jom]l 2o [rme | eocume | POC Emad i

2011 B8R CON112 301 112010 Training TEST SUPERVISOR  lestsuperi@anyemail provider 902010 1141
[ fecend voutcanonis)_|

Figure 60: Send Student Notification Box

DAU Schedule Lookup

Use the DAU Schedule Lookup link to view a schedule of DAU courses.

73.

74.

75.

Click the DAU Schedule Lookup link (see Figure 61).

Resend Approval Request Email
DAU Schedule Lookup m
DAL Course Lookup

Figure 61: DAU Schedule Lookup Link

Note that selection of this link results in navigation away from ACQTAS and
entrance to the DAU Website.

The Defense Acquisition University Schedule Lookup opens in a new window. This
window allows users to view information about a particular course on the DAU
website. To do so, click on the particular course number in the Access Concept

Card column (see Figure 62).
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Figure 62: DAU Schedule Lookup

DAU Course Lookup

Use the DAU Course Lookup link to view
DAL Schedule Lookup

the DAU course catalog. DAU Colrse Lnnkup
76. Select the DAU Course Lookup link Update Regional Organizatio

(see Figure 63).

Figure 63: DAU Course Lookup
77. The DAU Course Lookup window displays and allows users to open the course
catalog and look up additional information about DAU Courses. To do so, click on
the DAU 2009 Catalog as shown in Figure 64.

- -
W DEFENSE ACQUISITION UNIVERSITY — ‘*’EI
| Home | About DAIR  Student Informatan \ocations | Careers abt DAL | iataiog | Defense Amuisition Portal
DA Morme Fage > Publications snd Cabalogs = PubsCats » catalg
DAU Catalog Archive
Estuncarip [0 gk
ﬂ F009 DAL Catal
l Informetion in the 200% Dul Catsing is ourrent &5 of Oct, 1, 2008,
ETEED
| themed Tramng , Wanl e lalest cataleg information? G ko the new DAL iCatalsg
| conmummienmg  » PREFACE . . . .
: W*WN"J b ismen, Veon, Goals; Prasdent's Message; Perffermance Laarreng Model; What's New
| Mamon Asssiande (3 EL:-:T_EE !\,EM.‘ = -
o . Click a link to
e —— S CHAPTERD 5
P — " jump to a
- CHAPTER 3 -
| ;x :;H. Magazre Crurie Dedcriptons ard Learming Asssls speclﬁc area nf
oo Click to open the catalog
| crwentkatis the catalog |-
——

Figure 64: DAU Course Lookup
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Update Regional Organization

Use the Update Regional Organization link to modify information that pertains to any
subordinate/regional acquisition offices.

78. To change the regional/subordinate organization to which you belong, click on
Update Regional Organization. You are directed the Update Regional
Organization window, pick a region/organization, and click the Update
Regional/Subordinate Org button (see Figure 66).

FPlease select your regional / subordinate org
Transportation Center DCMAC-JT
Contractor Purchasing Systemn Review
Terminations Center DCMAC-ET
Industrial Analysis DCMAC-3
Plant Clearance DCMAC-EP
Contract Safety Center DCMAC-1S
Contract Integrity Center

Combat Suppor

[CombatSuppot |

Eamed Value Mgmt Center DCMAC-Y i B
BUSINESS OPERATIONS CENTER DCMAC-E Click to continue
Technical Operations DCMAC-)

Figure 65: Update Regional/ Subordinate Org.

[ Update Regional / Subordinate Org.

Logoff
Use one of the available Logoff links to exit the system immediately.

79. To exit the system, select a Logoff link from either the main menu or the upper
right hand corner of the window.

Acquisition Trainin Viain Menu Log Off

ACQTAS Student Functions
Update Student Profile
Apply for Training

Review Individual Development Pla

nnouncements

LW fll B A

Click

Figure 66: Select a Logoff Link
80. A confirmation message displays. Click OK to continue or Cancel to return to the
ACQTAS system.
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=
" —_

Message from webpage

LD, ]

)

To complete the log cut process, you must close this browser window,

Click ok to complete logout.
DH: Cancel

—= = 4

Figure 67: Logoff Confirmation Message

81. When OK is selected, a second message displays to ask if the window may be
closed. Select Yes to close the window, or select No to return to the Sign In
process (see Figure 69).

[

Windows Internet Explorer
ey

=)

@ The webpage you are viewing is trying to close the window,

Do you want to close this window?

h‘fﬁ ] ’ Mo
g

Figure 68: Logoff Confirmation Message
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6. Student Travel Functions Menu

The Student Travel Functions menu is composed of a series of links, which are listed in
the table below. Select a heading in the table to jump to the instructions for the

corresponding menu link.

Student Travel Functions Menu

Prepare Travel Request Travel Status

Prepare Amendment

Student Travel Functions
Prepare Travel Reguest
Prepare Amendment

Travel Status

Figure 69: Student Travel Functions Sub-Menu

Prepare Travel Request

Use the Prepare Travel Request link to
prepare anticipated travel arrangements.

Student Travel Functions
Prepare Travel Request

82. Click the Prepare Travel Request
link (see Figure 71).

Prepare Amendment
Travel Status

Figure 70: Prepare Travel Report Link

83. Once you have a confirmed reservation for a resident course, you have access to
the Travel Requirements Worksheet for that course. Notice the warning at the
top of the window that states, ‘To obtain centralized Department of Defense
funding to attend DAU training, you must submit your anticipated travel
arrangements/needs on the Travel Requirements Worksheet. Your Worksheet
must be submitted 30 days in advance of the class report date (as indicated on
your Enrollment Notice). If your Worksheet has not been submitted by the due
date, you may lose centralized funding. For those worksheets submitted by the
due date, your travel manager from your Component will e-mail your travel orders
to you not later than one week prior to the report date.’

84. To submit a Travel Requirements Worksheet, click on the Course (see Figure 72).

Prepare,/Submit Travel 3 . = Worksheets
e - m Repurt _—
1HM02011

ACQ 404 (DAL

Figure 71: Prepare Travel Requirements Sheet
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85. The Student Travel Requirement Worksheet window opens. There are six

sub-sections of the Travel Requirement Worksheet: Applicant Information,

Travel Request, Government Credit Card Status, TDY Worksheet,

Additional Requirements, and Remarks/Comments for the Travel Manager

for your Component. Note that all monetary amounts entered in the Student

Travel Requirements Worksheet must be whole dollar amounts and should not
include punctuation (i.e., $101.50 should be entered as 102). Failure to enter

numerical amounts in this fashion results in the worksheet not being submitted.

86. If you fail to complete one or more of these fields, the system prompts you to do
so and indicates with an arrow icon () where the omission(s) occurred. The

only required field on this window is the BOQ Confirmation Reservation

Number. Fill in the Reservation Confirmation Number as shown in Figure 73.

TDY Worksheet:

¥ LODGING: Mo government lodging is required att

BOQ RESERVATION iDHFIRMATIDH NMUMBER
14233

BOQ RESERVATION NON-AVAILABILITY NUMBER

Enter
Reservation
Confirmation
Number

Figure 72: BOQ Reservation Confirmation Number

87. Fill out the other fields that pertain to you, and then click the button at the bottom

of the window labeled Press To Submit Travel Requirements Worksheet.

88. The Student’'s Travel Worksheet Confirmation window displays with a

message that states ‘Your Travel worksheet has been submitted to the Travel

Manager for your Component.’

Prepare Amendment

Use the Prepare Amendment link to request an amendment to a travel order that you

have already been issued.

89. To initiate the amendment process, Prepare Travel Request
Prepare Amendment

click on the Prepare Amendment
link (see Figure 74).

Student Travel Functions

Travel Status

Select

Figure 73: Prepare Amendment Link

90. The Amendment Request window opens (see Figure 75).
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10/25/2010
Acquisition Training Application System (ACQTAS)

Amendment Reguest

Fram this manu you may request an amendment to a travel order that has already baan issuad to you. You will receive by Email
gither thie traval onder amendrend or an eplanation ifthe amendmeant is nol approved

Click beside the course number of the applicable fraval arder.

Amendment Regueast

Coursa Location . Report Dale Slart Date Date Amendead Status
CF 301 ) HUNTSVILLE, AL 120642010 120862010 102502010 Panding
BICF 205 {DyaLh KETTERING, OH 102011 2011 102502010 Peanding

91.

Figure 74: Amendment Request Window

Click on the course number for which you want to make a travel amendment

request (see Figure 76).

104252010

ation System (ACQTAS)

Amendment R

gvel order that has already baan issuad o you. You will recaive by Email
& arnendment s nol approsed

Fram this manu you ma
gilher thie Trasgl onder &)

Click beside the course nurmber of he appliganie ravel order,

Amendment Reguast

120652010 128/2010 1NZHZ01) Panding
BCE 205 DLl KETTERIMNG, OH 102011 112011 10252010 Panding

92.

93.

Figure 75: Travel Amendment Request

The Amendment

- Rt i B
Request/Local (,;—.,, Acquigition Training Applcation System (ACQTAS)

AMEMDMENT REQLEETILOCAL MILEAGE & PARKING

Mileage & Parking

Amendment Heguest/Loc sl Silrage & Parking

window displays (see STROENT SANPLE el - Trwed Btk &
. L ikl BH 504 Comrsa: BCF 105 (DaLh Clamac 007
Figure 77). Scheol Hames DAL MOWEST REGOH CAMFLUS
Faapaai Dastic 11072311 e Datie 919002041 Tmed Dusi 10 %2071
i Dnaty Lncamtion: CITT, VA
Fesdence; CITY, W4
Enter your required et
1 1 ALITHOFED LOCAL EXNCESS MELEAGE
mlleage and parklng Calcubsied Excess Miles: [TO00) Persay [1170] fotsl 150 M Austhoried
ML EAGE ABEMIRIENT FECUEST:
expenses and then st sk Kashion Chaee s b T
. - ALITHOPLE D P ARG
CIICk Smelt aghrired (54 71] por daw 1 BEEmax auhonoed
PRI bl ML MY ORI ST
Amendment Request p— Toew §0
(see Figure 78). e e et
MOTE: fmigngments b evel ardare =0 ugs P Memgrangum of Endarsement mefod Foon s will be presded by Defenes
ritasrnabon Seakerm Agency [D154)
J

Figure 76: Local Mileage & Parking Window
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- DS
(& Acquisition Training Applcation System (ACQTAS)

AMEMDMENT REQUEETILOCAL MILEAGE & PARKING

Amendmant Request/Locsl Hileage B Parkisg
STROENT SANPLE Dmal i 1 i L
Pt 201 1 Sl S04 Cosrsa: BCF 105 (DaLh Clams T3
Scheol Hame: DAL MIDVWEST RECION CANTLS
P Dt 1102071 S Dalee 4102011 Uinel Duslec 1152011

Dty L sl CITT, WA
Pasiience; CITY W
Chaks Lieabion: KETTERING, 08

AUTHOFEED LOCAL EXCESS MILEAGE

Calcubsled Exceys Miles: [TO0 Fer day [11 700 fodal SN M Maphhoried
B ERGE AT FE CUEST:
Ml Fesidend B ok Hasigent o Class Batess s dusyiroend Hp)

itvoriredt (§477] poe daw I auhozed

Pt day §

Fleagan lr Bmemdmes] Reguest
Tem 1)

MOTE: Amengments i bevel srdans =8 use Be Memoransum of Endarte
ritarmata s Sriderms Agancy (DI54)

mElad Frenatwil be peesided by Defenss

Figure 77: Submit Amendment Request Button

94. A confirmation message displays (see Figure 79). If the information is correct,
click OK. If the information in the dialogue box is incorrect, click Cancel and
enter the correct information. Once the OK button is selected, your Amendment
Request is submitted for approval.

excess mile perday: 40 mile

::) Please Check your requesting information below
-
parking perday: $15

If correck, Click Ok

[ Ok ] [ Cancel

Figure 78: Mileage / Parking Message
Travel Status

Use the Travel Status link to check the status of all Student Travel Functions

travel accounts for the current fiscal year. Prepare Travel Request
Prepare Amendment

95. Click on the Travel Status link (see Figure
80).

Travel Status

Figure 79: Travel Account Status link

96. The Travel Account Status window displays. Review the status of your travel
accounts. The status of each travel account is located in the far right column of
the Current Fiscal Year Travel Accounts panel (see Figure 81).
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1082010

Acquisition Training Application System (ACQTAS)

From this menu you can check the status of all rasel accounts for the current fiscal year. Begi m

travelers using cenfralized ACOTAS funding are requined bo submt travel sefiement daim pal®
agency for payment in accordance with the procedures provided with pour Trawel Order.

Trawel Account Stalus

PRESS 10 View
[ ACOTAS Travel Samemmet Fax Cover Shamt |

Then Use Browses Print Funclion o Print

Current Fiscal Year Travel Accounts
Liocation Rizport Date Start Dabe End Dt
GO 100 (DAL HUBTSVILLE, AL V21 2011 M2 HAETTIE

COAErse

Figure 80: Travel Account Status Column

97. This window also allows you to obtain a fax cover sheet for the submittal of your
travel account information. To obtain a copy of the cover sheet, click on the
ACQTAS Travel Settlement Fax Cover Sheet button (see Figure 82).

10ES2010

Acquisition Training Application System (ACQTAS)

Fravvel Accound Status

PRESS i View
ALOTAS Traval Sattemanl Fax Cove Shawl |

From this menu you can check the status of all trasel accounts for te current
travelers using cenfralized ACOTAS funding are requined b submit travel seflement daim packages 1o your OO0
agency bor payment in accordance with the prooedunes prosided with pour Trasel Order.

Then Use Browsers Print Funclion i Print

Course Locati Report Dabe Start Date End Cuabe Trawel Order Ko Stabus
GO 00 (DALY HURTSVILLE, AL 1011 102011 1M==2011 HAIETTOTON 0001 Opar

Figure 81: ACQTAS Travel Settlement Fax Cover Sheet Button

98. The ACQTAS Travel Settlement Fax Cover Sheet opens in a new window (see

Figure 83).
B DO0-ACW Trgwed Setthement - Werdiows iriemet Esplomns peorsded by ASM Resesrch — E
B R R M
= 10253010 .
| ( Acquisition Traming Application System (ACQTAS) I
Travel Sefemenl

Lig# Bromier Frind Fusclion b Pring

ACOTAS TRAVEL SETTLEMENT

FAX COVER SHEET
SUBIIT A&FTER YOU HEVE RECENED PAVMENT FRIOE YOUR LDCAL PRVING OFFICE
CHECELIST WUST BE COMPLETED BEFORE FAXING

THE FOLLCAWING ITEMS SRE ATTACHED:

(Racased with Paymenl I
TRAVEL VOUCHER SUBRLARY RECEIPTS FOR ALL LODGRG
(Sepplamenials Pakaty L Finsl Youches)

TRAVEL DRDER-DD1EA0 or Othir

(Basic and any MaTIraniem H o sEmens | ML RECEIRTS CVER 7500

Rescompis for 4TH advances o

TRANTL (TINERART Voucsir
finmydes arins Bk cedll Tot ¢ and pdvances liom
Eaiirbursig
COMDLETED & SHGHED CLAIM FORM "‘""""‘:‘"" Twvmmed AN
(Tepicaly, o OO 13515 1 3
KK K AN AU NN U -
Done R Local inguane | Paobecied Maode O 3T W0 -

Figure 82: ACQTAS Travel Settlement Fax Cover Sheet
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7. ACQTAS Continuous Learning Help and
Functions

ACQTAS Continuous Learning Help

The ACQTAS Continuous Learning Help menu

ACQOTAS Continuous Learning Help

lists two links: CL Module Enrollment T T e S T e

Instructions and Ethics Training Instructions | gthics Training Instructions
(see Figure 84).

Figure 83: ACQTAS CL Help Menu

CL Module Enrollment Instructions

The CL Module Enrollment Instructions link shows information on how to submit
applications for DAU CL courses.

ACQTAS Continuous Learning

99. Click the CL Module belp
. . CL Module Enrollment Instructions
Enrollment Instructions link

) Ethics Training Instructions
(see Figure 85).

Figure 84: CL Module Enrollment Instructions Link

100. A window opens that explains step by step how to submit applications for DAU CL
courses.

ACQTAS Continuous Learning Functions Menu

Under the ACQTAS Continuous Learning Functions menu, click the Enter ACQTAS
CL Site link (see Figure 87). This

link directs you to the ACQTAS ACQTAS Continuous Learning
Functions

Continuous Learning site.

Enter ACQOTAS CL site

Figure 85: Enter ACQTAS CL Site Link

. ACQTAS Conti
ACQTAS CL Tutorials i e
Enter ACOTAS CL site
ACOTAS CL Tutorials

Help'b

ACQTAS CL Tutorials

Under the ACQTAS Continuous Learning
Functions menu, click on the ACQTAS CL
Tutorials link (see Figure 88) to access the
ACQTAS for Continuous Learning (CL)
Events User Manual.

Figure 86: ACQTAS CL Tutorials Link
101. A File Download window displays (see Figure 89). Click Open to view the file
immediately in the appropriate program for the file extension. Click Save to store
the file on one of your computer’s local drives. Click Cancel to close the File
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Download window and return to the ACQTAS Continuous Learning Functions

menu without viewing the file.

T ==

File Download

S

Do you want to open or save this file?
@__,j Mame: tutorial.doc
= Microsoft Office Word 97 - 2003 Document

From: waw.atrrs.army.mil

| Open
g
Always ask before opening this type of file

Type:

][ Save ] [ Cancel ]

harm your computer. f you do not trust the source, do not open or

|QJ While files from the Intemet can be useful, some files can potentially
i
~ save this file. What 's the risk?

Figure 87: File Download

102. The ACQTAS for Continuous Learning (CL) Events User Manual opens in
Microsoft Word (see Figure 90). Review the manual, and then close it to return to

the ACQTAS system.

g T
) VR T T I (B Do) (i W] - BT ]
e T -
| | W 15 ] 1 B Wi | 1) L '-'1
| + t ] a5 Evergm -
= thwmtids [oom  IOPL - 'f e lesth  Msm
[T & e SHET

Fros s

—

Fevised 1 Felbmary, 10032

s

i ACQTAS

| For Countimions Learnbig (L) Evenis

i

! i

{

b o
ACQTAS

i Users Manual 1

.hm F o T B |..l_.|; 1-8

Figure 88: ACQTAS for CL Events User Manual
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8. Help Menu

The Help menu is composed of a series of links, which are listed in the table below.
Select a heading in the table to jump to the instructions for the corresponding menu link.

Help Menu
ACQTAS Tutorials DoD and DCMA Point of Contact
Lookup
How To Contact Component Travel Manager
Contact ACQTAS Help Desk Frequently Asked Questions (FAQ)

ACQTAS Tutorials

How Ta

Contact ACQTAS Help Desk

DoD Point of Contact Lookup

DCMA Point of Contact Lookup
Contact Component Travel Manager
Frequently Asked Quuestions (FACL)

Figure 89: Help Menu

ACQTAS Tutorials

Click on ACQTAS Tutorials under the Help Menu as shown in the figure below. The
ACQTAS Tutorials window opens with a list of
available tutorials. These tutorials are designed to
assist users in navigating the ACQTAS for DAU main

window.

Figure 90: ACQTAS Tutorials

How To

Click on the How To link under the Help Menu as shown in the figure below to access
the How To window. This window provides instructions on how to submit and cancel an
application for DAU courses, how to re-apply to a canceled course, and how to check the
status of applications.

ACCOTAS Tutorjals

Figure 91: How To
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Contact ACQTAS Help Desk

If you need further assistance with any technical issue within the ACQTAS system, the
Contact ACQTAS Help Desk link allows you to

contact an expert within the system. ACUTAS Tutor
How To
103. Click on Contact ACQTAS Help Desk Contact ACQTAS Help Desk

under the Help Menu (see Figure 94).
Figure 92: Contact ACQTAS Help Desk

104. The Contact ACQTAS Help Desk window opens (see Figure 95).

CONTACT ACQTAS HELP DESK

Subject: FPlease selectthe subject of your Email - FI"_'“
required
Student Name: - =
information

Student Email Address:

Phone: = - ext.
Please describe your question or concern in detail:

Describe question
or concern

Send Email

Figure 93: Help Desk Information Fields

105. Select the Subject of the problem from the drop-down menu (see Figure 96).

CONTACT ACQTAS HELP DESK

Subject: Please selectthe subject of your Email |-

Student Please select the subject of your Email
Technical Problem

Student £ Redgistration/Schedule Cuestion
DAWIA Question

Phone; |Cancellation Question
Travel Question

Please de Other

Figure 94: Help Desk E-mail Subject

106. Fill in your Student Name, Student E-mail Address, Phone Number, and then
write a short but detailed description of your question or concern. Click Send E-
mail to report the issue to the ACQTAS help desk.
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DoD and DCMA Point of Contact Lookup

107. Click on either the DoD or DCMA Contact ACQTAS Help Desk
Point of Contact Lookup link (see DoD Point of Contact Looku
Figure 97). DCMA Point of Contact

Lookup

Figure 95: DoD Point of Contact Lookup

108. The DoD Point of Contact window displays. Select the agency of the POC you
want to contact from a drop-down list, and then click the Look Up Acquisition
POC button (see Figure 98).

Acquisitigae =222 L ==l -ation System (ACQTAS)

10/

/ organization 2. Click

plication System (ACQTA here

Pleaseselect organization from the list below - | Look Up Acquisition

POC Information

Agency: Defense Commissary Agency (DeCA)

Title: CQuota Source Manager 3' POC
Name: Fred Astaire information
Phone: (123) 456-7890 =

Fax: {123) 456-T891 dlspl ays

Email: samgl nvemail provider

Due fo the volume of workload,
email is the preferred means of communication.
Your concem will be addressed in the order recelved

Figure 96: Look Up Acquisition POC

109. A panel opens and displays the POC’s contact information for the selected agency.

Contact Component Travel Manager

110. Click on the Contact Component Travel Manager link (see Figure 99).

DCMA Point of Contact =
Lookup CIICk

Contact Component Travel
Manager

Figure 97: Contact Component Travel Manager
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111. The Contact Component Travel Manager window opens. Select your DoD
Component from the drop-down menu and click the Look Up Travel Manager

button (see Figure 100).

1. Select DOD
Component

pcation System (ACQTAS)

gct your DOD component

CONTACT DoD COMPONENT TRAVEL MANAGER

HOW TO REACH YOUR TRAVEL MANAGER

Fax: (123) 456-7890
Email: travelmanagen@email provider

Due to the volume of workload associated with fravel funding,
email is the preferrad means of communication
Your concern will be addressed in the order received.

Agency: Defense Commissary Agency (DeCA) 3. Travel
Title: Travel Manager

Name: ACOTAS Helpdesk Hanage:r
Phone: Information

displays

Figure 98: Look Up Travel Manager

Frequently Asked Questions (FAQ)

112. Click on the Frequently Asked Questions (FAQ) link to open the Frequently

Asked Questions window (see Figure 101).

DCMA Point of Contact Lookup

Contact Component Travel Manage ‘m

Frequently Asked Questions (FAQ

Figure 99: Frequently Asked Questions link

113. The Frequently Asked Questions window provides a series of questions aimed

to help you navigate through the ACQTAS system.
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9. Links

The Links menu is composed of a series of links, which are listed in the table below.
Select a heading in the table to jump to the instructions for the corresponding menu link.

Links Menu

Data on Demand DODICS Notice of Monitoring
ACQTAS for Career Field Certification Security Notice

ACQTAS for Defense Acquisition Other Useful Links

Corps

Privacy Act Statement

Data on Demand

ACQTAS for Career Field Certification
ACQTAS for Defense Acquisition Corps
Privacy Act Statement

DODICS Motice Of Monitoring

Security Motice

Other Useful Links

Figure 100: Links Menu

Data on Demand

114. Click the Data on Demand link, as
shown in Figure 103, to be directed
to the ACQTAS Data on Demand
main window.

Data on Demand oy
ACQTAS for Career Field Certifi

Figure 101: Data on Demand Link

ACQTAS for Career Field Certification

115. Click on the ACQTAS for Career Field Certification link, as shown in Figure
104, to access the ACQTAS for Career Field Certification main window.

Data an Demand
ACOTAS for Career Field Certification Click
ACCOTAS for Defense Acquisition Carps

Figure 102: ACQTAS for Career Field Certification
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ACQTAS for Defense Acquisition Corps

116. Click on the ACQTAS for Defense Acquisition Corps link (see Figure 105) to
access the ACQTAS for Defense Acquisition Corps main window.

ACCQTAS for Career Field Cerification
ACCOTAS for Defense Acquisition Cnrp
Privacy Act Statement

Figure 103: ACQTAS for Defense Acquisition Corps

Privacy Act Statement

117. Click on the Privacy Act Statement link

ACOTAS for Defense Acquisitqpee
(see Figure 106). Privacy Act Statement . m
DODICE Motice Of Manitoring .

Figure 104: Privacy Act Statement
118. The Privacy Act Statement window opens and displays an annotated version of

the Privacy Act Statement. Click the link labeled Please Click Here to View
the Expanded Privacy Statement to view the expanded privacy statement.

DODICS Notice of Monitoring

119. Click the DODICS Notice of Monitoring link, as shown in Figure 107, to be
directed to the DODICS Notice of

i i . Privacy Act Statement
Monitoring message. This : T
) o DODICS Motice Of Monitoring !
message explains that the site is S s cumiy Nolice .

subject to monitoring by the DaoD.

Figure 105: DODICS Notice of Monitoring

Security Notice

120. Click on the Security Notice link, as shown in DODICS Motice Of Monitaiog
Figure 108, to access to the Security Notice Security Notice

window, where the security notice is explained. Other Useful Links

Figure 106: Security Notice

Other Useful Links

121. Click on the Other Useful Links link (see
Figure 109) to access a window that

DoDICS Motice Of Moni

Security Motice
displays links to websites related to ATRRS | gither Useful Link

and DAU.

Figure 107: Other Useful Links link
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Acronyms

ACQTAS Acquisition Training Application System

ARPRINT Army Program for Individual Training

ATRRS Army Training Requirements and
Resources System

CAC Common Access Card

CcC Course Catalog

CEU Continuing Education Unit

CL Continuous Learning

DAU Defense Acquisition University

DeCA Defense Commissary Agency

DCPDS Defense Civilian Personnel Data System

DOB Date of Birth

DoD Department of Defense

DODICS Department of Defense Interest
Computer System

FAQ Frequently Asked Questions

FY Fiscal Year

IP Internet Protocol

IRMC Information Resource Management
College

JTR Joint Travel Regulations

MOB ARPRINT

Mobilization Army Program for
Individual Training

MTPS Mobilization Training Planning System
NAC National Agency Check

NISA Network Infrastructure Services Agency
ODCSPER Office of the Deputy Chief of Staff for

Personnel
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POC Point of Contact
POV Privately Owned Vehicle
SMDR Structure Manning Decision Review
SSL Secure Socket Layers
SSN Social Security Number
TBD To Be Determined
TSACS Terminal Server Access Controller
System
USAITA U.S. Army Information Technology
Agency
VAL Visit Authorization Letter
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User Feedback Request

We continually strive to improve our technical manuals and user guides. If you are
aware of any inaccuracies or omissions in this guide, please forward a description which

references:

e The title, date, and version number of the guide
¢ The window or paragraph number to which you refer (if applicable).
e The error or omission you’'ve noted

If you have a suggestion on how we may better support your user community, we ask

that you share it with us.

Please email your feedback and suggestions to UserGuides@asmr.com.
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