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OVERVIEW
The Air Force Registration System for Acquisition Training (ACQ Now DAU) is the avenue for any Air Force employee (military or civilian) to register for Defense Acquisition University (DAU) training over the Internet at http://www.afato.af.pentagon.mil/acqnow.  Non-Air Force personnel will not be allowed access to ACQ Now DAU.  Contractors should apply for DAU courses at https://www.atrrs.army.mil/channels/nondod/.

DAU provides a highly structured sequence of courses needed to meet the mandatory and desired training standards established in DoD 5000.52-M, “Career Development Program for Acquisition Personnel.”  In many cases, prerequisite courses are identified.  Students are expected to attend courses in the sequence prescribed, i.e., complete prerequisite courses before attending follow-on courses.  
DAU courses are offered in a variety of modes.  The most frequently used are resident (where the student attends class at one of the DAU sites) and on-site (where the instructor teaches at locations having sufficient numbers of students to support a class).  Some DAU courses are offered entirely or in part via the Internet at https://dau.fedworld.gov.  Students must still register for the course using ACQ Now DAU.  When students register for a ‘hybrid’ course (i.e., a course delivered in part on-line and in part in the classroom), they must register for the web portion (Part A) first and complete it prior to attending the resident portion (Part B).  
After the Air Force Acquisition Training Office (AFATO) approves an application for an on-line course, the student will be notified that their application has been submitted to DAU for enrollment in the course.  Supervisors are encouraged to allow acquisition-coded personnel to take DAU on-line courses during normal work hours in accordance with SAF/AQ policy letter dated 18 Sep 02 at http://www.safaq.hq.af.mil/acq_workf/acq_policy/Workforce Distance  E-Learning.doc.  If there is a large demand for the on-line course, the student’s application may be placed on a DAU wait list, which may delay enrollment/access to the course for as long as 60 days.  The student should receive either a wait list or enrollment notice from DAU within 5 days of the reservation confirmation email.  Students are usually given 60 calendar days to complete an on-line course; however, this may vary depending on the course.  Extensions must be approved by the DAU course instructor.  


All applications must be approved by the student’s supervisor prior to being forwarded to AFATO for processing.  If no seats are available when AFATO processes the application, the student may be placed on ‘wait’ status and could possibly roll into a reservation if another student cancels their reservation.  Waits are managed by the system, i.e., you cannot move ahead of another student on the wait list, nor can you be enrolled unless you are at the top of the wait list and a seat becomes vacant.  If a wait rolls into a reservation, the student is expected to attend the class.  Individuals with a duty location more than 45 miles from the class location will remain on the wait list until 5 calendar days prior to the class start date.  Individuals with the same duty location as the class location will remain on the wait list until class start date.  If an individual on wait status does not want to attend the class or wants to avoid rolling into a reservation at the last minute, they need to submit a ‘Cancellation Request.’ 


Once a student receives a reservation for a class, they must submit a ‘Cancellation Request’ if they decide they cannot attend the training.  Individuals with a reservation who do not attend a class or who fail to cancel their reservation at least 5 days prior to class start date are defined as a ‘no show.’  The penalty assessed on ‘no show’ students who are centrally funded is the pursuant reservation for the same course is unit funded.  The penalty assessed on ‘no show’ students who are united funded is no quota reservation or wait for the same course for 12 months.   

Normally, students assigned to an acquisition-coded position are eligible for centralized funding (if funds are available).  Individuals who are centrally funded to attend a DAU course (except for PMT 401) must complete a travel worksheet.  (DAU issues travel orders for students attending PMT 401.)  See section on “How to Submit a Travel Worksheet.”  Travel worksheets are made available to students 45 days prior to the class start date.  Students who plan to travel by commercial air need to contact their commercial/contracted travel office to make a flight reservation and to get the official government airfare cost, which must be entered on the ACQ Now Travel Worksheet.  The Travel Worksheet, which is used to generate official travel orders (DD Form 1610), must be successfully submitted no later than 5 calendar days prior to the class start.  
After reviewing the Travel Worksheet, the Randolph AFB Accounting Liaison Office (ALO) will certify funds, sign the travel orders, and send the DD Form 1610 electronically to the student.  The student will be advised that a copy of their paid settlement voucher summary must be either faxed to the 12 CPTS/FMFL Randolph AFB TX at DSN 487-1843 or sent electronically to ACQ.Now@randolph.af.mil  no later than 30 days after course completion.  Failure to comply may result in denial of future DAU training requests.
Individuals who are centrally funded to attend a DAU course and have a duty location 45 miles or less from the class location may request reimbursement for vicinity mileage within their permanent duty station area.  See section on “How to Request Reimbursement for Vicinity Mileage.”


Students are expected to attend all scheduled course sessions (including teleconferencing and satellite sessions) and complete all course work.  Absences for medical or family emergencies must be approved by the DAU course manager, lead instructor, or designated representative.  Cumulative absences that exceed 5 percent of contact time may be grounds for removal from the course and receipt of an ‘incomplete’ grade.  Remediation to make up any mission instruction is at the discretion of the instructor.  

STUDENT/SUPERVISOR FUNCTIONS

A. How to log on to the ACQ Now DAU Registration System
The recommended browser needed to access ACQ Now DAU is Microsoft Internet Explorer version 5.0 or higher.  However, ACQ Now DAU is compatible with Netscape Navigator 4.08 or higher and Netscape Communicator 4.7 or higher.  Please make sure that your browser has Javascript and Secure Socket Layers (SSL) enabled and is configured to accept Cookies (these options are all enabled by default).  

To log on to the ACQ Now DAU, go to the following website at http://www.afato.af.pentagon.mil/acqnow and enter your social security number (SSN) and date of birth (DOB) (see logon screen below).  
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The logon procedure used in ACQ Now DAU is compliant with DoD policy, and your SSN in combination with your DOB, is used to verify that you are an Air Force employee.  Your SSN is transmitted only once, from the keyboard to the ACQ Now server at the Pentagon, and is never transmitted anywhere else.  ACQ Now DAU runs from a secure server and uses Secure Socket Layers (SSL) to protect your personal information during transmission.
If you receive an error message that you have entered an invalid date of birth (DOB) for your social security number (SSN), please submit a Help Desk ticket (see section III, paragraph A) and provide your correct SSN and DOB so that the ACQ Now Help Desk can troubleshoot the problem.  Likewise, if you are an Air Force employee and receive an error message indicating that you are not able to logon to ACQ Now DAU because you are not an Air Force employee, please submit a Help Desk ticket.
After you enter your SSN and DOB, the following screen will be displayed asking you to verify that you have entered the correct SSN and DOB.  If the SSN and DOB you entered are correct, click on the OK button.  If either the SSN or DOB is incorrect, click on the CANCEL button and re-enter the correct SSN and/or DOB.  It is important that you enter the correct SSN and DOB; otherwise the next time you logon to ACQ Now DAU, the system will only recognize the SSN and DOB that you entered when you initially created your Student Profile.


[image: image4.png]System for Acqui

=18 x|
| Fle Edr vew Favores Tods b

| Gk - - D [ A | Qenh Girwvortes Hrsoy | [EY- [ -

| ackess [£] htpsijjmms.eval.asur.comichannelsfacanon]

=] P [Juns

rosoft Internet Explorer |

@ SSHIDOB Vertication

Vou have entered -
SSil: 000-00-0049
DOB: Jan 01, 1948

s your 55N & DOB correct?

&=

] Opering page hitps: . evalasmr. comichannesfacanowflogon.asp.

(- [ 18 [@ wtemet
dhstart| | (4] @ 59

| E)users Guide - Microsoft w...| [ &1air Force Registration - G @hod  ram





B. How to Create/Edit a Student Profile

A Student Profile must be created prior to submitting an application for training.  Click on ‘Create/Edit a Student Profile’ under Student Functions on the main menu.  

[image: image5.png]Fle Edt View Favorites Tooks Hep

Back v & (D [2] Y| Qisearch GaFavoriees (Hristory | [Fv M v

Adcress [] https:/fuwnw.eval2.asmr.com/charnels/acqriow; ~| @co ||Links

[3) Create/Edit Student Profile
[3) Prepare Applications
[3) Request Cancellations

[3) Resend Approval Request
Email

3] Review/Edit Applications

3 Supenisor Approval /
Disapproval

3] Training Manager LookUp
[3) Travel Worksheets
3 Logoff

[3 ACQ NOW Help Desk
3 AcQ NOW Tutorial

81 ACQ NOW User's Manual WELCOME!

[3) Frequently Asked Questions

g (i7~e) PLEASE SELECT A MENU ITEM TO CONTINUE —
How To

[NOTE: If you are logging in for the first time, you must create
a Student Profile before you can apply for a DAU class.]

[31 ACQ Now for Continuous
Leaming

[3] AFATO Home Page
3 Data-on-Demand
31 DAY Web Sites ~

&]Dore [ [ mternet
ghstart|| € =D || PR Agenda Feb.. [&7air Force Regi Users Manual- .. | [ B4 Mapds  1251m

| nbox - Microsof.





Create/edit your Student Profile by entering the information in the fields displayed.  Fields with a dropdown menu are indicated by a down arrow at the end of the field.  Click on the down arrow to display the dropdown menu, highlight the correct entry, and then click to have the entry entered into the corresponding field.  Some fields, such as Origin Airport Code, have a hyperlink.  Move your cursor over the hyperlink and click.   By entering the city where your local airport is located in Step 1 and clicking the Retrieval button in Step 2, the system will display the airport(s) in your area (see screen display in page 8).  The Origin Airport Code is a mandatory field and must be completed before your Student Profile can be updated.  
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IMPORTANT!!: Please make sure that you enter your supervisor’s email address correctly.  If your supervisor’s email address is incorrect, your application will not be processed by AFATO since it must first be approved by your supervisor.  It is also important that your email address is correct since ACQ Now DAU uses email to notify students about their enrollment.   The Optional Email Address is determined by local policy.  Check with your local training POC as to whether or not an email address should be entered in the Optional Email Address field.

C. How to Submit a Training Application

After logging into ACQ Now DAU and creating a Student Profile, you may submit an application to enroll in a DAU course.  When you click on ‘Prepare Applications’ under Student Functions on the main menu, the screen below is displayed:
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The first step in the application process is to select the fiscal year (FY) for the course you wish to attend.  The FY default is set to the current fiscal year.  The next step is to click on the down arrow and then click on the scroll-bar to find the course you wish to attend.  Click on the highlighted course and click on the Search button.
	Step Two

	In order to select a course, first click on the down-arrow. You can then click on the scroll-bar to find the appropriate course.

	Course:  [image: image8.wmf]

CON 202 - INTERMEDIATE CONTRACTING



	 

	 Step Three

	The last step is to press the Search button.


If you select a resident course, the following screen will be displayed with guidance regarding selection of the ‘most cost-effective’ training location:
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After reading the instructions, press the OK button to continue to the next screen.  Courses are listed by training location alphabetically by state.  Course locations that are displayed with an asterisk (*) and in red indicate classes with no available seats.  You may still apply for a class with no available Air Force seats.  However, if your application is approved, you will be placed on a 'wait' list for that class and your unit may have to possibly fund your travel if it is not the most cost-effective location.  
Scroll down until you find the most cost-effective location with seats available, which is indicated by the [image: image10.png]


i.  If you do not select the most cost-effective location, you will be required to enter a reason before your application can be submitted for processing.  In addition a location, represented by [image: image11.png]


, has been determined to be the most economical wait location for you to attend this course using transportation estimates from your residence station zip code and historical cost analysis. If you decide not to make either of these choices, you will be required to justify your reason in the pages that follow.
	

	 
	 OHIO 
	 School
	 Classes
	 Available
	 Pending
	 Waits

	 
	 COLUMBUS, OH (504)
	 DAU Midwest Regional Campus, Wright-Patterson AFB OH
	5 
	7 
	 
	0 

	 
	 WRIGHT PATTERSON, OH (504)
	 DAU Midwest Regional Campus, Wright-Patterson AFB OH
	3 
	38 
	 
	14 

	 
	

	 
	 OKLAHOMA 
	 School
	 Classes
	 Available
	 Pending
	 Waits

	[image: image12.png]



	 TINKER AFB, OK (506)
	 DAU South Regional Campus, Huntsville AL
	2 
	37 
	 
	0 


In the example provided, Tinker AFB OK has been designated as the most cost-effective location.  After you click on the class location (which is Tinker AFB OK in the example provided), the classes offered at that location will be displayed along with the class start and end dates.
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After you click on the class you would like to attend, the course prerequisites will be displayed.  You must have (1) completed the course prerequisite(s) or one of the DAU recognized predecessor/equivalency courses, or (2) have met course requirements through fulfillment.  If you have successfully completed a course prerequisite that is not currently in your training history, please fax a copy of your course certificate with a cover sheet specifying the course and class applied for and your SSN to AFATO, DSN 487-1348, commercial (210) 652-1348. In addition, enter a note in the ‘Comments’ block of your application that the certificate has been faxed to AFATO.  AFATO's email address is ACQ.Now@randolph.af.mil.  If you have met the specified course prerequisites, press the Continue to Application button.
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The top of the application form displays information about the class you have selected.  The bottom portion is your Student Profile.  Scroll down to review/edit your Student Profile to make sure the information is current and accurate as it will impact your enrollment, your potential travel entitlement, and AFATO’s ability to communicate with you.  After updating your profile, click on the red Submit This Application button at the bottom of the page.  If your application is successfully submitted, you will receive an onscreen confirmation.   If the application is returned instead, find the red arrows pointing to discrepancies, correct them, and press the Submit This Application button again.
	Verify/Enter Student Information

	 Course Info:

	FY: 2004[image: image15.wmf]

2004

    School: 506[image: image16.wmf]

506

    Course: CON 202 (DAU)[image: image17.wmf]

CON 202 (DAU)

    Phase: [image: image18.wmf]

    Class: 709[image: image19.wmf]

709

 [image: image20.wmf]



 HTMLCONTROL Forms.HTML:Hidden.1 [image: image21.wmf]


Course Title: INTERMEDIATE CONTRACTING 

School Name: DAU South Regional Campus, Huntsville AL 

Class Location: TINKER AFB, OK

Start Date: 26 Jan 2004    End Date: 13 Feb 2004    

Delivery Method: Local Students / Onsite    Remarks: None [image: image22.png]



Origin Airport Code: [image: image23.wmf]

SAT

  Click here to search for an airport code 




D.  How to Review/Edit an Application

After you have successfully submitted an application for processing, you can check the status of your application by clicking on the ‘Review/Edit Applications’ option under Student Functions on the main menu.  All applications still ‘pending’ processing by AFATO will be displayed in the top section and all ‘previous’ applications that have already been processed by AFATO will be displayed in the lower section.  Click on the class number to review/edit your application. You may delete any ‘pending’ application that has not yet been approved as a reservation or wait by clicking the [image: image24.png]


 (delete) button. 
If you wish to edit a ‘previous’ application or reapply for a class after it has been cancelled, click on the [image: image26.png]


 (resubmit) button beside the class. You may amend your application to a suitable date/location preference and press the Submit button at the end of the application form to try again.  NOTE: You cannot amend the course number (e.g., from CON 104 to CON 202). You can only edit the date or location preference for the same course. If you wish to attend another course, you must submit a new application.  
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E. Supervisor Approval/Disapproval Process

Whenever an application is submitted for training, it must first be reviewed and approved by the individual’s supervisor.  The supervisor, who is designated in the Student Profile, will receive an email (see sample below) with instructions for approving/disapproving the application. 

-----Original Message-----

From: SAF/AQXD ACQ Now DAU 

Sent: Wednesday, September 24, 2003 9:41 AM

To: Williams Beverley Civ SAF/ AQXD

Subject: Request for DAU Training

APPLICATION SUMMARY: 

NAME: WILLIAMS MARK S

COURSE: CON 210 (DAU)

FY: 2004     SCHOOL: 504     PHASE:      CLS: 011

START: 17 Feb 2004     END: 27 Feb 2004

LOCATION: WRIGHT PATTERSON, OH

DELIVERY METHOD: Classroom

ORG./OFFICE SYMBOL: bmdo-aap

STUDENT'S EMAIL: aitasstu@asmr.com

RANK: LTC

This is to advise you that the above employee has applied for Defense Acquisition University (DAU) training and identified you as the supervisor of record.  

1. Click on the following hyperlink to review and approve the student's application: https://atrrsdev/channels/ACQNOW/ 

2. Click on the 'Supervisor Approval/Disapproval' menu option on the left. 

3. Enter your email address (beverley.williams@randolph.af.mil) at the prompt.

4. Enter Application Review Code: XXXXXX at the prompt and 

   press the 'Please Continue' button. This gives you access to 

   all applications showing you as the supervisor of record.  

5. To process one application at a time: 

   a. Click on the student's name.  

   b. At the bottom of the application, select either 'Approve' or 'Disapprove', then click 'Submit', to process the application or, 

6. To Bulk Process: 

   a. Next to the student name(s), click the radio button next to the 'A' to Approve or next to the 'D' to Disapprove the application(s)/cancellation(s), then 

   b. Press the 'Bulk Process Training/Cancellation Requests' button.  

Approved applications are automatically forwarded to the Air Force Acquisition Training Office (AFATO), ACQ.Now@randolph.af.mil, DSN 487-6580, commercial (210) 652-6580 for consideration.  The student will be advised by a system-sent email of your approval or disapproval.  If you disapprove an application, it would be appropriate, before you press SUBMIT, to add free text comments as feedback to the employee.  

Since pending and approved applications are displayed until class start date, you can view the application(s) at a later date, if desired, by clicking on the ACQ Now 'Supervisor Review/Approval' menu option and entering your email address and the Application Review Code noted above.  

Please do not use auto-reply addressing to this system-generated email message.
------End of Message------
After clicking on the hyperlink in the email and the 'Supervisor Approval/Disapproval' menu option on the left, the following screen will be displayed:
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Next, the supervisor needs to enter their email address and the Application Review Code provided in the email.  After clicking on the Please Continue button, all applications pending the supervisor’s approval/disapproval will be displayed (see sample screen below).
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Click on the student name to review their application. To bulk process requests, click the radio button next to the ‘A’ to approve or next to the 'D' to disapprove the request(s).  After you have selected the requests, click on the Bulk Process Training /Cancellation Requests button.  The supervisor will get a screen confirmation that the cancellation request(s) were processed and a confirmation email will be forwarded to the student.
F. How to Submit a Cancellation Request



Once AFATO has processed your application and you have a reservation for a class, you must submit a ‘Cancellation Request’ if you find out you cannot attend the class.  Individuals with a reservation, who do not attend the class or who fail to cancel their reservation at least 5 days prior to the class start date, are defined as a ‘no show.’  The penalty assessed on ‘no show’ students, who are assigned to an acquisition-coded position and are centrally funded, is the pursuant reservation for the same course will be unit funded.  

To submit a cancellation request, log on to ACQ Now DAU and select ‘Request Cancellation’ under Student Functions on the main menu.  All applications eligible for cancellation will be marked with a red [image: image30.png]


 in the left hand column (see example below).  
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Click on the red [image: image32.png]


 beside the class number you wish to cancel.  
If you wish to continue, click on OK on the pop-up message.  Next, select the reason for cancellation from the dropdown menu (see sample screen), provide comments in the ‘Comments’ block, and then click on the Submit Cancellation Request button.  
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After your supervisor approves your ‘Cancellation Request,’ it will automatically be forwarded to AFATO for processing.  AFATO will determine if the reason for cancellation is ‘excused’ or ‘unexcused.’  Two ‘unexcused’ cancellations during a fiscal year will preclude you from registering for the same course for 12 months.  After AFATO processes your ‘Cancellation Request,’ an email confirming the action will be forwarded to you and your supervisor.  You may not reapply for the same course until you receive an email confirmation that your cancellation has been approved by AFATO. 
G. How to Submit a Travel Worksheet

ACQ Now DAU will generate travel orders (DD Form 1610) for students who meet the following requirements:

· Generally, students assigned to an acquisition-coded position

· Training is centrally funded by our office (not unit funded)
· Duty location is more than 45 miles from the class location
· All DAU courses except PMT 401

ACQ Now DAU travel orders are generated based on information provided in the ‘Travel Worksheet’ completed by the student.  A travel worksheet will be made available to individuals who meet the above requirements 45 days prior to the start date of the class.  In order for ACQ Now DAU to generate travel orders, the travel worksheet must be completed no later than 5 calendar days prior to the class start date (i.e., if your class starts on Monday, you must successfully submit your travel worksheet by close of business the Tuesday prior to the class start date).
If you plan to travel by commercial air, you need to contact your commercial/contracted travel office to make your flight reservation and to get the official government airfare cost, which must be entered on the ACQ Now DAU Travel Worksheet.  
To complete the travel worksheet, click on the ‘Travel Worksheet’ option under Student Functions on the main menu.  The following screen will be displayed with the course(s) that have a travel worksheet:

[image: image34.png]osoft Internet Explorer provided by AFf =18 x|
| Fle Edr vew Favortss Tods b

|
| Gk - o - @D [ A | Qoeneh Girwvortes Hrsoy | EL- [ -

| address [&1 https: . atrs.army.miljchannels/acanowjdef autt asp7page=main.asp =] Qoo ||unis

&

Trsuei Worksheets SeviewiAmend TrovelOrders | _ Beimbursement | Dovwnioed Acrobat

03 0ct 2003
:cc,g ACQ NOW Registration System

Travelworksheets vil o avalble 45 days ror o the strt dete of your class. ot plan o ravel by commercil i youneedto
4 /4 cortact your lacatravel ofice to make your fghtreservatons and ta getthe officil government airfare cost, which must be
\ / entered on the ACQ How Travel Worksheet.
9E® i you sendent  cass tha was ess than 45 mies bet
you atende o class thet was ess than 45 il befween yourcuty ocetionand he lass loation, and you wou e fo recuest

reinbursement for localvicnty milsage, ik on the REIMBURSEMENT bton helow.

Click on a course below to access the Travel Req

‘ements Worksheet

Course Location Start Date Current Status
Loc 238 FTEELVOR, VA 27 0ct 2005

Questions? Problems? Sugestions? Plesse email us now,

THIS WEB SITE IS FOR OFFICIAL USE DNLY

Fstart ||

IE

| Blinbox .| [Eair Fo.. Emee .. | sare:n... | Eusers .|

GO esam




After you click on the appropriate course to access the Travel Requirements Worksheet, the following screen will be displayed:
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If you are not taking leave in conjunction with your TDY or do not need travel orders for back-to-back classes, click on the box next to ‘No Special Travel Requirements.’  Then click on the GO TO TRAVEL WORKSHEET button.

If you are not attending (1) training that exceeds 4 weeks or (2) classes being held at a commercial facility/hotel where lodging and dining facilities are available, you may request a centrally funded rental car by selecting ‘Y’ from the dropdown menu.  Next, indicate the number of students who will be sharing the rental car with you, if applicable.  After you click on the Continue button, the following screen will be displayed:
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Select the ‘Means’ and ‘Mode’ of transportation from the dropdown menus, enter the airfare cost,  and indicate if you are requesting any special travel variations.  Any special travel variations must be annotated in the Remarks/Comments block for AFATO approval.  Then click on the SUBMIT TRAVEL REQUIREMENTS WORKSHEET TO AFATO button to submit your travel worksheet for processing.  If necessary, clear any error messages by correcting the identified fields and click on the SUBMIT TRAVEL REQUIREMENTS WORKSHEET TO AFATO button again.

When you have successfully submitted the travel worksheet, you will get an onscreen confirmation.  After the travel worksheet has been processed by AFATO, your travel orders (DD Form 1610) will be sent to you in a confirmation email.  If you do not receive your travel orders at least 7 calendar days prior to the class start date, contact the ACQ Now Help Desk, DSN 487-6580 x1003, commercial (210) 652-6580 x1003 for assistance.
H. Amend Travel Orders

If travel orders (DD Form 1610) have been issued for you to attend a DAU class and your travel orders need to be amended, click on the ‘Travel Worksheet’ option under Student Functions on the main menu.  Next, click on ‘Review/Amend Travel Orders’ button at the bottom of the screen.  The following screen will be displayed:  
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Click on the ‘A’ button next to the travel order (TA Number) that you need to amend.  Click on the ‘R’ button if you want to revoke the travel order.  
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Click the appropriate box, e.g. class location and/or class dates changed, etc. and click on the SUBMIT button.  When you have successfully submitted the Amendment Worksheet, you will get an onscreen confirmation and an email confirmation.  AFATO will process your Amendment Worksheet, and if approved, recalculate your travel estimates.  A Travel Order Amendment (AF Form 973) will be emailed to you and must be attached to your original DD Form 1610.

NOTE:  If a class is non-conducted or a Cancellation Request is approved and a DD Form 1610 has already been issued, ACQ Now DAU will automatically generate an AF Form 973 to revoke the travel orders.

I. How to Request Reimbursement for Vicinity Mileage within your permanent duty station area
Individuals who meet the following requirements may request reimbursement for their daily commute to and from class upon course completion:

· Generally, students assigned to an acquisition-coded position

· Training is centrally funded

· Duty location is 45 miles or less from the class location

To request reimbursement for vicinity mileage within your permanent duty station area, click on the ‘Travel Worksheet’ option under Student Functions on the main menu.  Next, click on the REIMBURSEMENT button at the bottom of the screen.  Then click on the course to access the Local Mileage Worksheet (see example below).  ACQ Now DAU automatically computes the delta between your residence and the duty station and the duty station and the training location.  If you believe the automated computation is erroneous, please provide your computation/justification in the ‘Remarks/Comments’ block along with any other reimbursable expenses incurred, i.e., parking, tolls, etc.  Enter any comments you would like seen by AFATO.  Then click on the PRESS TO SUBMIT TRAVEL REQUIREMENTS WORKSHEET TO AFATO button.  After AFATO has approved the travel worksheet, an SF 1164 will be emailed for you to hand carry to your servicing finance office for reimbursement.  
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J. Foreign National Students

All civilian foreign national students must enter their Employee Identification Number (EIN) in the SSN field on their ACQ Now Student Profile.  The EIN is used to distinguish foreign national students from other Air Force employees and to update the Defense Civilian Personnel Data System (DCPDS) training records when the student completes the course.
Foreign National Students (other than German)
Foreign national students who use DD Form 1610 for travel may create centrally funded travel orders through ACQ Now DAU.  It is the responsibility of the student and organization to ensure that the DD Form 1610 is the appropriate document to use for centrally funded employees to travel for DAU training .  If you require assistance in determining if a DD Form 1610 is the appropriate document, contact your local training manager, who may request AFATO to make a travel worksheet available.  Once the travel worksheet is made available, complete and submit it in accordance with the on-screen instructions provided.   
Foreign National Students (German)
Centrally funded travel orders for local German employees are created using ACQ Now DAU.  Contact your training manager to have AFATO make a travel worksheet available.  When completing the travel worksheet, enter ‘German National student’  in the ‘Comments’ block. 
Invitational Orders (Japanese employees under Master Labor Contract)

Currently, we are only aware of Japanese employees under the Master Labor Contract in Japan requiring invitational orders.  If you are in this category, contact your local training manager for guidance on creating the document.  Once you have completed the invitational order, please fax/email it to the Randolph AFB Accounting Liaison Office for certification.  The primary point of contact is Ms. Tammy Danahey and alternate is Ms. Marla Fontanella at DSN fax 487-1843, tammy.danahey@randolph.af.mil or marla.fontanella@randolph.af.mil respectively.  
ON-LINE HELP FUNCTIONS

A. How to Create a Help Desk Ticket

Whenever you experience a system problem, have a problem, or need help, you can request assistance by creating a Help Desk ticket.  To create a Help Desk ticket, logon to ACQ Now DAU and click on the ‘ACQ Now Help Desk’ option under Help on the ACQ Now DAU main menu.  The following screen will be displayed:
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When you click on ‘Create Help Desk Ticket,’ the following screen will be displayed:
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First, identify the ‘Ticket Subject’ by clicking on the down arrow and selecting the most appropriate subject that describes your problem.  Next, provide a brief description of the problem in the ‘Ticket Description’ box and click on the Create Ticket button.  After the ticket has been assigned to a Help Desk representative for resolution, you will receive the ticket number via email.  
If you would like to view the status of your Help Desk ticket, click on the ‘View Help Desk Ticket’ option.  You will be able to view your pending, open, and closed Help Desk tickets.  Click on ‘View Ticket’ to view ticket details.

	Please click on the type of ticket you would like to view 


	 

	Pending (0)
	 

	Open (1)
	 

	Closed (0)


	
	1 Open Ticket(s)

Date Opened: 22 Sep 2003

Subject: Logon Access

Ticket: #2664[image: image42.wmf]

2664


Description:
Unable to logon to eval site and create a Help Desk ticket.

  

View Ticket 


	


To send comments back to the ACQ Now Help Desk, enter comments in the ‘Add Comments’ block and click on the Add Comments button.
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Please reference the ticket number if you call regarding your Help Desk ticket.  The ACQ Now Help Desk will update your ticket with comments when (1) additional information is needed in order to troubleshoot the problem and (2) the Help Desk ticket has been successfully resolved.  You can call the ACQ Now Help Desk at DSN 487-6580 x1003 or commercial (210) 652-6580 x1003.
B. ACQ Now Bulletin Board

It is important to regularly review the ACQ Now Bulletin Board for vital up-to-date training information such as recent changes to the DAU schedule, courses, and funding.  You may access the ACQ Now Bulletin Board by clicking on the ‘What’s New’ option on the ACQ Now main menu.
C. ACQ Now DAU Tutorial



 In order to view the ACQ Now DAU Tutorial, you must have Microsoft PowerPoint loaded on your system   Click on the ‘ACQ Now Tutorial’ option under Help on the ACQ Now DAU main menu.  To view the PowerPoint tutorial on-line, left click once on ‘Student Application Tutorial’ option.  To save the tutorial to your computer, right click once on ‘Student Application Tutorial’ and select 'Save Target As.’  The tutorial covers the steps needed for students to logon to ACQ Now DAU, find course/class information, submit an application for a DAU course, and cancel a reservation or wait for a class.
D. ACQ Now DAU User’s Manual

The ACQ Now DAU User’s Manual gives users comprehensive instructions on how to:

· Register for training

· Cancel requests for training

· Create Help Desk tickets

· Complete travel worksheets if you are eligible for central funding
· Amend travel orders

· Request reimbursement for vicinity mileage

· Obtain pre-course material

· Generate ‘Training Manager’ reports

The ACQ Now DAU User’s Manual also provides useful information regarding business rules on eligibility for central funding, cancellations and waits, and penalties imposed on students who are a ‘no show’ to a class.
E. Frequently Asked Questions (FAQs)

ACQ Now DAU provides answers to questions most frequently asked by users.  Some of the questions addressed include the recommended browser to access the ACQ Now DAU Registration System, what to do when you receive system error messages, system security, course completion certificates, rental cars, and travel orders.  To view the complete set of questions and answers, click on ‘Frequently Asked Questions (FAQ)’ under Help on the ACQ Now DAU main menu.
F. How To



ACQ Now DAU provides step-by-step instructions on ‘how to’ perform student functions such as how to submit an application for training, cancel a reservation, reapply for a course after it has been cancelled, and request travel orders.  To view the ‘How To’ instructions, click on ‘How To’ under Help on the ACQ Now DAU main menu.

G. Helpful Links

1.   ACQ Now for Continuous Learning

ACQ Now for Continuous Learning may be used to request registration for sponsored continuous learning events, track the continuous learning points you’ve earned, provide feedback on the events you’ve attended and, once you’ve met your requirement, print your official Continuous Learning Certificate of Achievement.  To access the ACQ Now for Continuous Learning website, click on ‘Continuous Learning’ option under Links on the ACQ Now DAU main menu.  
2.  AFATO Home Page

The Air Force Acquisition Training Office (AFATO) manages the DAU training quotas allocated to the Air Force for military and civilian professionals.  Working with Major Commands and field training managers, AFATO strives to effectively use all allocated quotas by sending the right student to the right training at the most cost-effective location at right time.  The AFATO home page has helpful information for DAU students, training managers, and supervisors (see list of topics below).  To access the AFATO home page, go to the following website:  www.safaq.hq.af.mil/acq_workf/training.  [image: image44.png]rosoft Internet Explorer provided by AFP( =8| x|
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3.   Data-on-Demand

Data-on-Demand is a helpful tool that provides useful information to acquisition workforce employees, Commanders, supervisors, and training managers.  Using the reports generated by Data-on-Demand, you are able to determine available seats in DAU classes, verify the funding status of students, and obtain other valuable information.  Training managers can use Data-on-Demand reports to:

· Help ensure acquisition-coded personnel meet certification requirements by identifying vacant seats in DAU classes.

· Verify funding status of students.

· Monitor the course utilization rate for their MAJCOM/base.

· Monitor no-show and cancellation rates.

Data-on-Demand is an unclassified DoD website that can be accessed regardless of domain, e.g., .mil, .gov, .com, .edu, etc. using Netscape 6.x or higher or Internet Explorer 5.x or higher. To access Data-on-Demand reports, go to the following website:  www.afato.af.pentagon.mil.  
Reports are available for on-line analysis or customers may subscribe to reports and have them emailed in a Microsoft Excel spreadsheet directly to their desktop.  Data-on-Demand data is provided by ACQ Now and the DAU system used for delivering on-line courses.
Some the reports available through Data-on-Demand are:

· Air Force DAU Class Roster (restricted)
· Air Force DAU Class Vacancies

· Air Force Course Statistics

· Air Force MAJCOM Statistics

· Air Force MAJCOM Course Statistics

4.   DAU Web Sites
By clicking on the ‘DAU Web Sites’ option under Links, students can 
· View their DAU training history and/or request an official transcript of the DAU courses they have completed.  Transcripts for courses taken at DAU schools or affiliated course providers can be obtained for those courses taken since the inception of DAU in FY 93 and which were processed through the Army Training Requirements and Resources System (ATRRS).  If you took a course before the establishment of DAU in FY 93, DAU may not be able to provide a transcript.  DAU can only guarantee transcripts for courses taken since the University was established.   NOTE:  It can take up to 10 working days for students to be graduated in the system after completing a course.  
· View the DAU Catalog, which provides information on career field descriptions, course descriptions, certification standards, and course equivalencies.  The DAU Catalog also provides the location, address, and phone number of all DAU schools.

· View information such as location, housing, dining facilities, transportation, libraries, fitness facilities, and medical facilities available to students at each DAU school.  Each training site has a minimum of one DAU instructor and one DAU-dedicated classroom with state-of-the-art instructional technology.  Since all DAU schools are located either on or near a military facility, a full range of support services is available.

5. On-Site Information



When organizations have a sufficient number of students who need to take a DAU course, they often decide to host the class locally instead of sending the students TDY to training.   Students attending an on-site class should click on ‘Onsite Information’ under Help on the ACQ Now DAU main menu to obtain important information such as class times and location, parking, security, driving directions and billeting arrangements for non-local students, base taxi service, dress attire, and places to eat. 
6. Pre-Course Material 

Many DAU courses require that the student read course materials or complete assignments prior to attending the course.  Click on the ‘Pre-Course Material’ option under Help on the ACQ Now DAU main menu.  
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If your course has pre-course material or a pre-course assignment that must be completed, than a link entitled 'Student Pre-course Material' will be listed below the course number (see sample screen below).  
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Click on the pre-course material link provided to review the assignments which need to be accomplished prior to attending the course.

7. School Information

Students with a reservation for a resident class will receive instructions from the DAU schoolhouse via mail, fax, or email.  Specific information such as course dates, hours, and class location are provided in the welcome letter sent to each student before a class begins.  Additionally, instructors provide an overview of the schedule on the first day of class. Students must arrive on time or risk losing their quota to a standby student. 

To obtain information, i.e., lodging, transportation, etc. at a DAU regional center where a resident class is being held, click on ‘School Information’ under Help on the ACQ Now DAU main menu to access the DAU website.  However, the instructions at http://www.dau.mil/about-dau/who_we_are.asp should be used only as a backup.  If you have any questions relating to these instructions, please contact the school directly.
TRAINING MANAGER REPORTS

ACQ Now DAU Training Manager Reports are helpful tools for training managers to efficiently monitor student applications and readily respond to customer inquiries.  Training managers must have an ATRRS Logon ID and password in order to access these reports.  To obtain an ATRRS LogonID, click on the following link for instructions <https://www.atrrs.army.mil/help/online.asp#LogonID> and fax the completed LogonID Request Form 9-R to:

ATRRS Help Desk Attn: User Access

Comm: (703) 645-0432 or DSN: 224-6300

Once you have an ATRRS LogonID and password, go to the following website  https://www.atrrs.army.mil/channels/acqnow/regdefault.asp and click on the ‘Training Manager Reports’ option under Reports on the ACQ Now DAU main menu.  Next, click on the report that you would like to view.
    A.    Applications Pending Supervisor Approval
Supervisors are required to approve/disapprove training requests before the application can be processed by AFATO.  Applications not approved by supervisors after 60 days are automatically deleted by the system.  Training managers can monitor the status of applications pending supervisor approval by selecting the organization from the dropdown menu and clicking on the Submit button.  Applications pending supervisor approval for 30 days or more will be displayed.  Click on the column heading, e.g. ‘Name’ to sort the applications alphabetically by name.  To send an email to the supervisor, click on the supervisor’s email address.

B. Outstanding Settlement Vouchers

Centrally funded students are required to file their travel voucher within 5 work days after travel is complete and fax a copy of their paid settlement voucher to AFATO.  Failure to submit a copy of the paid settlement voucher to AFATO within 30 days following course completion may result in denial of future DAU training requests. Training managers can monitor students in their organization that are delinquent in sending copies of their paid settlement voucher to AFATO by clicking on ‘the ‘Outstanding Settlement Voucher’ option.  Next, select the organization for which you would like to view outstanding settlement vouchers and click on the Submit button.  All outstanding settlement vouchers will be displayed.  Click on the column heading, e.g. ‘Name’ to sort alphabetically by name.  If you would like to only view the outstanding settlement vouchers for your organization, select the organization from the dropdown menu and click on the Search button.  You can also search for a specific settlement voucher by entering the student’s SSN or last name.  To have the system send an email to the supervisor regarding the student’s failure to submit a copy of the paid settlement voucher to AFATO, click on the supervisor’s email address.

C. Registration Report
Training managers have the capability to query the ACQ Now database and generate a report with the training status of all individuals in their organization who have submitted ACQ Now training applications.  The report can by generated by month, quarter or for an entire fiscal year.   First, select the fiscal year and the timeframe for the report.  Then scroll through the dropdown menu, click on your organization.  Next, you can either limit your selection to a specific course or leave the course field blank to query for all courses.  After indicating the training status, i.e., reservation, wait, pending, etc. to be used as search criteria for the report, click on the Submit button to generate the report.  Click on the column heading to sort, e.g. click on ‘Name’ to sort alphabetically by name.  The report may be exported to an Excel spreadsheet by clicking on the ‘Open as Excel Spreadsheet’ hyperlink.
D. Help Desk Tickets
Training managers can monitor the status of ACQ Now Help Desk tickets submitted by individuals assigned to their organization by clicking on the ‘Help Desk Tickets’ option, selecting their organization, and clicking on the Submit button.  Click on the column heading to sort tickets.
E. Training Manager List
Users may display, print, or export to an Excel spreadsheet an up-to-date list of all acquisition training point-of-contacts (s) by clicking on ‘Display List’ option beneath ‘Training Manager List.’ After the list is displayed, click on the column heading, e.g. ‘Name’ to sort alphabetically by name.  Whenever the designated training manager changes, click on ‘Submit Changes’ option beneath ‘Training Manager List.’  Scroll through organization list and highlight your organization.  After clicking on the Select Organization button, complete the form displayed with the information on the new Training Manager, and click on the Submit POC Changes to AFATO button.  This action will notify AFATO of a new training manager, which in turn will update ACQ Now with the change.
F. Travel Worksheets Pending Completion
In order for ACQ Now to generate travel orders for centrally funded students, the travel worksheet must be successfully submitted no later than 5 calendar days prior to the class start date.  Training managers can monitor travel worksheets pending completion for students assigned to their organization by clicking on the ‘Travel Worksheets Pending Completion’ option, selecting their organization, and then clicking on the Submit button.  To sort the list, click on the desired column heading. To have the system send an email to the supervisor regarding the student’s failure to complete the travel worksheet, click on the supervisor’s email address.  
Questions concerning the ACQ Now DAU User’s Manual may be directed to the ACQ Now DAU Program Manager, Ms. Beverley Williams at ACQ.Now@randolph.af.mil, DSN 487-6580 x1017, commercial (210) 652-6580 x1017.
�Have all these hyperlinked to the location in the manual (OVERVIEW should link to OVERVIEW on page 3, etc)


�We probably need to clarify here that we are talking about canceling resident/onsite courses and not necessarily web courses.  Vicki, provide the right words here please.


�Again, note here that this applies to Resident/Onsite classes.


�Suggest we use a different help desk ticket example that is more applicable to the students…Disapproval one or Location.


�How is the tutorial providing a service that’s different from this user’s manual?  Maybe we don’t need a tutorial?  Or this replaces it?  Is the tutorial just our Town Hall briefings?


�I like the How To


�Is this really working? Are training mgrs providing the info?
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