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1.2

1.3

Introduction

What is Continuous Learning?

In 2002, the Under Secretary of Defense for Acquisition and Technology
established new requirements for acquisition workforce members to
participate in “Continuous Learning” Events. Every acquisition
workforce member has a goal to earn 40 Continuous Learning (CL)
points each year and is required to earn 80 CL points every two years
through a variety of Events... including DAU, MAJCOM, local training
Events, conferences, rotational assignment and other professional events.
To find out more about CL please visit the website:

http://www.safaq.hq.af.mil/acq_workf/career_training/cl.html

The Air Force is Committed to Continuous Learning

The Air Force is committed to helping all acquisition workforce members
stay up-to-date in both their technical discipline and their acquisition
professional development. To assist you in that endeavor, the Director,
Acquisition Career Management (under the Assistant Secretary of the Air
Force for Acquisition) has developed a new system to advertise
Continuous Learning Events and encourage on-line registration and
tracking of Continuous Learning credits for all members of the Acquisition
Workforce.

What is ACQ Now Continuous Learning?

ACQ Now for Continuous Learning is the AF’s web-based system for
registering for Continuous Learning Events and obtaining credit for a wide
variety of CL Events you have already attended. By using the ACQ Now
CL system, you can submit requests to participate in upcoming
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1.4

15

1.6

Continuous Learning Events as well as keep track of the Continuous
Learning points you may have already earned.

How Can I visit the ACQ Now CL website?

https://www.atrrs.army.mil/channels/acgnowcl

Then click on ACQ Now CL to start. Once you've entered the ACQ Now
CL site, you'll be able to find CL Events, local classes and other Events
like Brown Bag lunches that can help you meet your CL requirement.
You'll be able to request enroliment in a wide variety of Events, obtain
your supervisor’'s permission to attend the activity, check your registration
and keep track of how many “points” you've earned toward your Air Force
Continuous Learning requirement. Most CL Events are offered at no cost
to you or your unit.

How do | meet the CL Goal?

Workforce members who are working on certification requirements by
taking DAU classes will automatically be credited with CL points for those
Events. When you complete a Continuous Learning activity, ACQ Now CL
will ask you to complete a short evaluation of that Event. Then ACQ Now
will automatically update your CL point total and notify you and your
supervisor of your progress. After you have earned at least 80 points
within two years, ACQ Now CL will again notify your supervisor and you of
your success. And you'll receive an AF Continuous Learning Certificate of
Achievement. Everyone must “renew” their CL certificate every 2 years
by earning 80 more points to meet the goal.

Who May Participate in Continuous Learning Events

AF Continuous Learning Program is targeted for members of the
acquisition workforce. All AF members may participate in CL Events but
only acquisition workforce members need to track their CL points to meet
AF and DoD requirements. ACQ Now CL will automatically screen
workforce members’ personnel records to verify your acquisition workforce
status and your DAWIA certification level when you apply for CL credit.
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1.7

1.8

Graduation from DAU classes will automatically be credited to your CL
point total for those Events.

How Do | Register for Continuous Learning Events?

You'll find that it's very easy to apply for enroliment in Continuous
Learning Events. Much of the information needed to request enroliment is
already in the ACQ Now system, especially if you have registered for
mandatory DAWIA training from DAU. Once you log onto the ACQ Now
site; just click on Continuous Learning; browse through the catalog to see
what Events are available; and submit your application for the Events that
best meet your needs. ACQ Now CL will take it from there!

ACQ Now CL will help you request approval from your supervisor. If you
have completed a CL Events in the last 12 months, just type that Event
into the ACQ Now CL log, and request your supervisor’s approval of those
points — when he / she approves CL points, you retroactively get credit
towards the 80 point goal. And if you have completed a DAU course for
certification in the last year, that course will automatically be entered into
your CL record too. You can also request an electronic “Completion
Certificate” for any approved CL Event.

Other Useful Links
SAF/AQX and AFATO: www.safaq.hq.af.mil/acq_workf/training

DAU: www.dau.mil

ACQ Now CL Program Manager:

(via email) - Email: acgnowcl@randolph.af.mil

For Additional Information Contact:

Air Force Acquisition Training Office
555 E Street West Suite 5

Randolph AFB TX 78150-4530

DSN 487-6580, Comm (210) 652-6580
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1.9 The ACQ Now CL Websites

The ACQ Now for Continuous Learning Events website actually consists
of three web pages:

* the Training Manager page at:
www.atrrs.army.mil/channels/acgnowcl/registrar

* the Student page at:

www.atrrs.army.mil/channels/acgnowcl/

* and the Supervisor page at:

www.atrrs.army.mil/channels/acgnowcl/supervisor

1.10 Things You Need To Know To Use This Guide

There are only three other things you need to keep in mind to understand
how this Student Guide is to be used:

1. Event -- An Event is a type of learning activity or class, like
Chemistry 101, or Discovery Map Training. But since CL points
can be awarded for learning done in a non-classroom setting as
well, we prefer to use the term “Event” instead.

2. Location — The same Event can be held at many different locations
and on different days at each location. Discovery Map Training has
the same learning content whether it's taught at Wright-Patterson
AFB or at the Pentagon, and could be taught once a year or every
month. The ACQ Now CL website is designed to quickly show you
when a Continuous Learning Event is scheduled and allows you to
register for it in seconds.

3. Bolding — In this SUM, wherever a word is printed in bold letters
that means that those bolded words appear exactly that way on the
website.
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3 Student Section

3.1

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

Once your profile has been created, you can:

*

*

*

Search for and register for a CL event

Check on the status of your CL event applications

Request cancellation of a CL event application or registration
Request CL points for prior training

Provide evaluations of a CL event

QUICKSTART: What Do | Need To Get Started?

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

*

*

*

*

Your Social Security Number (SSN),
Your Date of Birth (DOB),
Your .mil email address,

Your supervisor’s .mil email address.

Once you have these four things, all you need to do is to create your
profile, which will take about 2 minutes, then you can sign up for a class
(we call it an Event) in seconds.

11



ACQ Now CL Student Guide -- Version # 27.08.03

3.2 QUICKSTART: How Do | Create My Profile?

1. To enter your Profile for the first time, under the Student Menu, click
on the Update Profile link. The Student Profile window is displayed
(see Fig. 137).

Student Profile

Cornplete and/or verify the information below. Be sure to be as accurate as possible,
misinforrnation may prevent your application fram being processed.

t Infarmation

S5H: 111-00-5555 Date of Birth: 1/30/51 Gender:
First Hame: 1HEHHY Middle Initial: r Last Harnme: jPEHHY

Home Street: iBUCka Lane City: iFuIcrom
State: ZIP Code: I????? %
Security Clearance: | INTERIM SECRET -

PayPlan: |[E % | PayGrade: |07 % | Disabilities: Mo ¥

Flease enter your Civilian Job Series belawy .

Civilian Job Series: I ie., 0123

Student Contact Information

MAJCOMBase: | AFMC - WPAFE v
Duty Address: |44 Hopewsll Dr. City: [Fairborn

State: @ 2P Code: 10480 _ [

Countryr | UNITED STATES v

Phone: 555 - [ss5 . [ssss |

DSH: | - ext. | Fax: | |

Important: Since ACS Noww uses email to notify students, ensure you enter your correct email address.
If it iz not ertered correctly, you will not be informed about your enroliment.

Email: [bilstil3@sol.com

Contact Information

Supervisor: ]J- Demmaon

Phone: 1555 - 1555 - |5855 ext.

Important! Please ensure you enter your supervisor's correct email address .
If the address iz entered incorrectly, your application will not be processed.

Email: Ibs’cill@asmr.com

Fig. 137: Student Profile

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

3. Click on the Update Profile button to continue.

12
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A confirmation window that states: Your profile has been
successfully updated appears. Click on OK to continue.

Congratulations! Your new Profile page has been created.

Now, let’s find and register for a CL Event.

13
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3.3 QUICKSTART: How Do | Find or Register for a CL Event

After you have filled in your Profile, getting registered for a CL Event is
fairly easy.

1.

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

If you logged off the system between the time you filled out your
Profile and now, the Sign In window will be displayed (see Fig. 138).

Please sign in below:

rv'iil:rta-ary .i\.lr Il'nrce .é\cquis-'rtiu:-n Workforce » |

Social Security Ma: ; | B | : |

Date Of Birth: | A =

Fig. 138: Sign In window

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

In the Social Security No field, enter your social security number.

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

Click on the Sign In! button.

The Find A Continuous Learning Event window is displayed (see
Fig. 139).

14
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Find A Continuous Leaming Event

Flease browae our Catalag using one or Bolhoof the gearch 1000 el

Yitheh you have salected your crtena, dick the "Search Catalon” button on the botoen of the page
Tovigw 1ba erdine catalog, lease all search criteria blank.

To wigsr seailable Cordinuous Learning events, choose  Tio narmu cown your s2aich, choose any
wne or mane of ihe follmsing catagonias balow ane or mane of 1he following options
[~ Asademic Courses and Degross: Locatian:
"
[~ Experictial and Develog o ‘. andics

[ Wahaets Bzl Ewsrilss
[ Professmmsl Ewneds: BndGr

[Ewenis [Caur sz e, conterens, sho
w

Dpdi
Dete Range: [incusie)
Bsbwwemen

| - -
and

o -

Fig. 139: Find A Continuous Learning Event window

Here is where you can narrow your search for appropriate events.

Note: None of these search fields are required. If you want
the broadest possible search, merely click on the Search
Catalog button. Making selections from this page narrows
your search.

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

*

Academic Courses and Degrees
*

Experiential and Development Assignments

* Professional Events

For this example, check Professional Events.

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

* Location
* Web Based Events
* The name of the Event or

* Date Range

15
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10.

In the Event dropdown list select your Event.
Click on the Search Catalog button.

The search results window is displayed with one event listed that
matched your search criteria (see Fig. 140).

Discovary Map Training
Earil Ty v oless oral Eants
Tar gt Awdienee

URL Iy o

CL Poings: 3

De-scription

T rirey Tos Doboces sy Rk
Pk s

Chick HERE 1o view schedube (1 schodubod)

Fig. 140: Continuous Learning Events search results window

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

The Event Schedule for Discovery Map Training window is
displayed (see Fig. 141).

Event Schedule for Discovery Map Training

Click on the location name to submit an application for that location.

Important Hote: YWhen =electing your location, please keep in mind that travel and per diem costs associated
with continuous learning everts are not certrally funded. Ay travel Fper diem reguired to attend this event must
he funded by your local command.

Start Date End Date
|01 Jan 2004 |02 Jan 2004

Fairborn, OH e o

Mew Search | Back to Search Fesults

Event Information

Event Type: Professional Everits
Target Audience:

URL: httpc sy

CL Points: 2

Description:
Training for Discovery Map

Remarks:

Fig. 141: Event Schedule for Discovery Map Training window

11. To sign up for this Event, under the Location header, location link..

16
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The Student Continuous Learning Application window is
displayed (see Fig. 142).

Student Continuous Leamning Application

Gornplete: andion venfy tha wiommation below. Once pou ere sure the informstion on this
application is comect, press the Bubmit Applicstion’ button = the boltom of the psge. Cince
your apphcation 1= submithed, you wil be sanl a confemation nolice iz email

Ensarlz Decoiemiy e Trsiaeg B hilin ge POC: Joex Schvuos

Laocartioms &7 Room; P Plone; S0 ET00

Siregt: 123 Wain Start Darbez 01 Jar 2004 PR Faae; (565) S 5- 5050

Cipy: Farborn Seame: OH  Eed Dane: 02 Jan 2000 POE Bmsile abecsi peliesin oo

L Pt L ocagion URL: FHp ¥

Euedivioder |
SR 2FT-TATTAG Denw of Barmh: 1055 Gander: | MalE ""'l

Frat e [2 Wit detial: M Last amas [Sones

Home Sreet: 11 0 o |

Sme: RE ¥ Iﬁfﬁkﬁz? |

Sacuniny Clearanee: ITEPSB’:H‘ET'MHIHTERIHMEESE-TGEE&EM‘EC&I’!RTIFO L3

Whlitary Bank: | LSMONSE Carard | igabibtes: |6

Sluderd Cortwct rommalion

MAICOMDans; 00 - ALL BTHER B
Dty Advirn s | Bt 10
Sime |DE ¥ AR cesm[BmE ||

Coantnn | LHWTED STATES -
Phone: 55 . [EE - [ wat, |
TN et |  Fan | -] e

T porbaks Since &0 NMorer pzas snsl o roify Audeniz, srswrs oo amer ros corec sl sddrezs
H # b= not el ered Camaally, you Wl reol B v sbrout Yoo Snd oliet.

Emall: 3155 Sum e com

ELEEr e o COnmacd 1o

mpm”g
L R = wat, |

B p e Pleaetm srviil B ' 00 ST 00 & U0es A p0r's 00T el 2imal ik s
e eddree e hmﬂdimmul‘ﬁww bl or v B nob De pr o0 aeted

Email: bstkfasine con

FRid el Comareni s

L= [Hresismp s mly generated - 1 000 charscisr bmi)

Piosas anber ary commmenls v reodd ke rcduded n the ansd zand bo voor maperrs o reauesing ool
of wour particioation inihis Continuous Leeing evert

Sl Agi el aticin

Fig. 142: Student Continuous Learning Application window

12. Notice that all your Student Profile information has automatically
populated this application. It's just that easy! If all of your information
is correct, all you have to do to apply for this Event is to click on the
Submit Application button (see Fig. 143).
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Application Confirmation

a M Jones hes sucosssiilly submimed an application far the event lised helow

| 4pcrton Corrinresdon

| Applieation Date: 17 4 3003
Iiwm:ﬂsmlv Hme Trsring
Location: &FT

Gy Farborn State: o

| Start Bater 17 Jon 2004

| Evl Dt 02 e 200

#m email notification has been successfully sant o you,
fm email notification has been smocessfully sent to your supemvisor,

Fig. 143: Application Confirmation

Notice that an email has been sent to both you and your Supervisor.
Now, your Supervisor must approve your application. When your
Supervisor approves, then your application is forwarded to the
Training Manager for the Event. The Training Manager then
approves or disapproves your application. When the Training
Manager approves your application, you get a confirmation email that
looks like this (see Fig. 144):

From: aitassup@asmr.com[SMTP:AITASSUP@ASMR.COM]
Sent:  Thursday, July 17, 2003 2:28:52 PM

To: Continuous_Learning_Recipient@atrrs.army.mil
Subject: Enrollment Notice

APPLICATION SUMMARY:

NAME: Jones a M

EVENT: Discovery Map Training

CLPOINTS: 2

LOCATION: Fairborn, OH

START: 01 Jan 2004 END: 02 Jan 2004

This is to notify you that the above employee has been enrolled by the Air Force
Registrar in this event.

Comments:

Since this employee is not eligible for centralized travel funding to attend this
event, they must make local arrangements for funding of travel orders (if travel is
required).

They should also visit the Continuous Learning website at:
https://www.eval.asmr.com/channels/acgnowcl

to become familiar with the new policies on cancellation and "no show"
consequences. In the event they are unable to attend this event as scheduled,
they must process a cancellation request at the earliest possible time to avoid a
"no show" status and permit a substitute to be enrolled in their place.

Fig. 144: Confirmation email

Congratulations! You are now registered for this CL Event.
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3.4 QUICKSTART: How Do | Request a Cancellation?

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

1.

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

If you are not logged into the ACQ Now CL system, you must first
sign in at the Please sign in below window. If you are already
logged into the system, jump down to step 6 now.

To log in, make a selection from the Please select a category
dropdown box.

Next, enter your Social Security Number in the Social Security No
dialog boxes (do not insert dashes).

Enter your date of birth in the dropdown boxes.
Click on the Sign In! button.

The Cancellation Options window displays (See Fig. 145).

Cancellation Options

To continue, please choose one of the oplions bedow.

Gancel Training Application Concel Continuous Leaming Points
TR FEEETETTE
Fig. 145: Cancellation Options window

If you already logged in to the ACQ Now CL system, under the
Student Menu, click on the Request Cancellation link.

The Cancellation Options window displays (See Fig. 145 above).

In the Cancel Training Application sub-window, click on Continue.
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Your Student Applications window displays (see Fig. 146).

Student Applications

Click on tha locafion namae to raviews [ edit that application. Lpplicaions 1hai haws baen processad
by the Training Wanager will not be editable. I you wishto delete s pending applicstion, cick an
the BEM nexd to tha averd name. H you wish 1o cancel your resersdion for an upcorming everd, click
on the EEH next to the evan narme.

Yo hage no pnuliiul; applicatinns at this lime

&
Do o
Pu = vy lisg 3 AFIT

Fig. 146: Your Student Applications window

EN [T
Fazarsalion _[lﬂ Aug 2003 01:40 10 e 2004 00
Canceled 03 &ug 2003 31:50 O & 200 21050

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

The Cancellation Request window displays (see Fig. 147).

Cancellation Request

Flease provide a detailed explanation for cancelling the following application and press the "Continue”
hutton atthe baottorn of the page. Your explanation will he fonwarded to your supenisar of recard for
appraval. Mate thatwou are not officially cancelled until baoth your superisor and the Training Manager
have approved vour request. You will he notified by email as each of these events occur.

CL Poirts Status Start Date
Feservation 110004 9:00:00 Ahd

Enter your reazon for canceling this application

Fig. 147: Your Student Applications window

In the Enter your reason for canceling this application dialog box,
enter the reason you want to cancel your reservation to this Event,
then click on Continue.
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The Cancellation Request Confirmation window displays (see Fig.

148).

Cancellation Request Confirmation

You have reguested the followng apalication be cancellsd

|
Regligst Daes (4 A0g 2003

Eueri: Dizcopsry Msp 3

Lo oo AFTT

ity Faioom St OH

Start Devbes 111 1o 20 (14 0200

Ervd Db 12 Jan 2004 17.00

An email motification has besn sucoessfully sent (o the supardlsar

Fig. 148: Cancellation Request Confirmation window

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

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

Here, students can create profiles, search for CL Events and register for
them and click, and obtain CL points (see Fig. 149).

[StudentMonu

Update Profile

Status fEdit Applications
Reqguest Cancellation

Status fReguest CL Points
Ewvernt Evaluations

Fesend Approval Reguest Email
Reviewy CL Training History
A A s about AF Acguisition
Cettification

Logoff

Fig. 149: Student Menu

351 Update Profile

The first thing a student needs to do the first time he opens the ACQ
Now CL system is to create a profile. To do that, first you must log in.
When you first call up the student page, the Please sign in below
message appears (see Fig. 150).

Please sign in below:

! Pleaze select a category b

Social Security Mo: | i ] i ]

Diate Of Birth: | v” Vll v|

Fig. 150: Login page

1. From the Please select a category dropdown menu, select from
the following list:

* Civilian Air Force Acquisition Workforce
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* Military Air Force Acquisition Workforce
* All other Dept of the Air Force employees

* Foreign Local National (assigned to a civilian Air
Force billet)

* Contractors working with the Air Force

In the Social Security No dialogue boxes, enter your Social
Security Number (SSN).

In the Date Of Birth dropdown boxes, select your date of birth.

Click on the Sign In! button.
The Student Profile window displays (see Fig. 151).

Student Profile

Completa andior wenfy the informadion below. Be sure to be as acourate s possible, misinfomation
may prewent your application from being processed

lvernyEres st nicemnin :
Student Infometion

S5 111005555 Ml of Bt 1730751 Genders | Pemak

Firstiames Henny  Middieintiak - Last Hame: Py
Hame Street: |Buckst Lare Citye Fderom

State: |ME op e frrer L[

S urity Clearance: |'NTERM SECRET "’l
ity Ran b "“"“5"‘9&"‘_ * Demabilifies: (Mo M
MAICOMTass; | A7 - WRATE -
Mty fddress: |I1I'l Hoperasll Or. Ciye Fai'burrl

stote: OH ¥ zpcogefsias [

Coumtry:  HTED STATES w

Phones: |55 s = it |

us: | -1 . | Faa: | - | - |

Important: Snce uess sl b roidy slelsnts, srears yousnler your corrscl smal sddress,
IF 1 &5 o emakecd canrectty, ol Wil ot Be Informed BhouE your enmliment

Emai: st G com

Brecic cortrmomen ]
LT l.l Demanon

Phones 555 = == aut. |

Tl ¥ P hessessss BN EUNS 0 BNIAT Y0UF BUpardsors cofnsct el 8 di necs
IF M g B 232 i E"’E_h'@ﬂ_!‘l}]‘m. ?"_:l;_{ iﬂﬂmm Sl i D proceagan

Emait Freti B com

Update Profile |

Fig. 151: Student Profile window
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5. Be sure tofill in all the information possible, including your email
address as well as that of your Supervisor.

6. When finished, click on the Update Profile button.

If you fail to fill in necessary fields, an error message will display
at the top of the Student Profile window (see Fig. 152).

Student Profile

cComplete sndioswerfy the infarmation below. Be zure to he 32 accurate 25 poseible, misirformstion
gy prevent your application from b=ing processed.

Fialds marked with a B8 ame required. Please fll In all raquired fekis

Fig. 152: Error Message

3.5.2 Status/Edit Applications

Students can quickly determine what Events they have registered for,
what Event Applications they have canceled, and which are still
pending supervisor or training manager approval by clicking on this
link. After a Student applies for an Event, the file produced by the
system is known as an Application until approved by both the student’s
Supervisor and his Training Manager. Once both approve the
application, it becomes a Reservation. Students can cancel either
Applications or Reservations. Students can edit their Applications until
they have been processed by the Training Manager. Once the Training
Manager approves a Reservation, the only action a Student can take is
to cancel the Reservation.

3.5.2.1 Editing an Application

1. Inthe Student Main Menu, under the Student Menu, click on
the Status/Edit Applications link (see Fig. 153).

|Status { Ecit Applications

|Status / Reguest CL Points
Event Evaluations

Fig. 153: Status / Edit Applications link
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The Student Applications window appears (see Fig. 154).

Student Applications

Click on the location nama to review ¢ edit that application. Applications that hawe been processed
by the Training Wanager wil nol be ediable. I yod wish 10 delete & perding appicatlon, click on the
IEM nexd to the evant nama. Hyou wish 10 cancel your riesemation 4or an upcoming avend, click o
1he Kl resd to the event name.

| lpeed s |
Brcren Bag Lunch Trsnng | CrAFD | Gancalsion Fandng |11 Aug 20030406 |02 Sep 2000

EX |Cizoovery Wep 2 uFI Superyizor Pareing 11 Oug 231348 | Jar 3004 D00
Lizocncry Mo 3 [ Cancaaton Paneing |09 Aug 2003014010 Jan 2004 0900

|Brmem g Lunch Traneg EEnar  [Meesrmion [ agEO4E |02 Sepa200
i ey hap 3 AAT Feservelion  (O4ALQE0OACT40 |10 dan 2004 0500
D oarary Map A Cancaled 00000 IS0 |03 Aug 2032180

Fig. 154: Student Applications window

To edit a pending application, under the Pending
Applications heading, in the Location field, click on the
Location name to review or edit that Application.

The Student Continuous Learning Application window
appears (see Fig. 155).
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Student Continuous Learning Application

Complete andior wenfy the infarmation belesy. Once you are sure the information on this application
i5 comecl, press the Submil Application’ bulion & the bottorm of the page. Onca your application s
subrnitted, you will ke sent & corfinmation notce Ma email.

Eweni; Cizeover y Map e Buildimg: POC: Jos Srimog
Location: &FT Rioim PO Phame: 555555555
Street: 355 LUFD Lane: Start Date: 01 dan 2004 05:00 POC Fax: (555) 555-5555
City: Farboorn Stabe: CH Emd Daten; 02 Jon 2004 17,000 PO Emails bl =i Eeol.com
1 Poinda: 5 Logation URL: Filpf

S5H: 111-00.5555 Dl of Birlh: 150051 Gander: | Fenoe W

FvstMames enny paide dnmiak |- Last Hames [Ferny

Home Stroet; [Bshe Lane ) city: [Fuacrem

Stales |”5 4 ZPCIHIEW- I

Security Chearene: |INTEFb SECRET Fe)

Mililary Fank: | Mocter Serosent | misabinties: e ¥

Sudam Corlac! miormalion

| MAJCOMBases [AFMC - WEATE - |
| Dty Acddrees: |99 Hopewsii v Cifye [Fairbom

state: |[TH | ppcodesftaama [

Counp: | LRITED STATES *|

Phone [555 - == - [B558 et |

nsH; [ - P Fags | -

Imp rtamt: Snce AD:.HW.I um=z emalio nobify shadems, ansre you enter ware corect enail ackir ez,
 E iz not endered correctly, o wil rok be nfoenes ahoud yoe ennod ment

| Ernail: |hls|l‘3lﬁml.m11

Zrparvsor Cortscl nfomation

S AT wRar: |J.|'.‘-e||11|1un
Phone: 555 . &85 [566S et |
T DT PASesesed: £ B U8 0d BB or mﬂéﬂrﬁ l.'ﬂ:i‘.lw Bﬂ'ﬁlﬁﬂﬂlﬁ

Iihe sddrexs m emeed rcoreclhy, pour sppbosfon wil rol be processed,
Ernailz |51 REnF Com

Comnantes Cimssteng iz adomatically generalod - 1000 charscher inv )

| Plesze smien sy commmsnts vou wioudd e rcbded inthe smed ==l bo your superasor requssing speroes ol your
et olipadion Inthis Conbnuous Lesming awant.

Fig. 155: Student Continuous Learning Application window

Here you can review or make necessary changes.
When finished, click on the Submit Application window.

The Application Confirmation window displays confirming
that your Application has been updated (see Fig. 156).
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3.5.2.2

Application Confirmation

Yo .1p.p|-i1:nti111} has ms;n;;raz_:h.diy bheen upli:dhul,

Applicaton Date: 11 Aug 2005
Eweril: D6 vy s 2
Lacathon: 4F1T

Ciys Farbom Stalles OH
Siart Dates 01 J=n 2004 Q2000
End Dake: O Jon 20041700

Fig. 156: Application Confirmation window

Congratulations! You've just edited an Application.

Delete Pending Application

1. Inthe Student Main Menu, under the Student Menu, click on
the Status/Edit Applications link (see Fig. 153).

The Student Applications window appears (see Fig. 157).

Student Applications

Click on the location name to review / edit that application. Applications that have been processed
by the Training Manager will not be editable. If you wish to delete a pending application, click an the
EH next to the event name. If you wish to cancel your reservation for an upcoming event, click an
the Bl next to the event name.

Discovery Map 3 AFIT Cancellstion Pending 04 Aag 2003 01:40 10 Jan 2004 09:00
EA Dizcovery Map 2 AFIT Training Manager Pending 11 Aug 2003 04:08 01 Jan 2004 09:00

: = atus = Start Date
3 | Browen Bag Lunch Training Edlin AFB  |Reservation 11 Aug 2003 0422 02 Sep 2003
Dizcovery Map 3 AFIT Reserwation 04 Aug 2003 01:40 10 Jan 2004 09:00
Discovery Map 3 AFIT Cancelled 03 &ug 2003 21:50 03 Aug 2003 21:50

Fig. 157: Student Applications window

2.  Under the Pending Applications heading, in the Status field,
notice that this student has a Cancellation Pending for a
Discovery Map 3 Event. Just below that, a Discovery Map 2
Event is listed as Training Manager Pending. If you would
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like to cancel the Discovery Map 2 Event application, click on
the X to the left of the Event name.

3. A confirmation window appears. Click on OK to continue.

4. The Delete Confirmation window appears (see Fig. 158).

Delete Confirmation

fou have chosen to delete the following pending application

Request Date: 5/11/103
Event: Discovery Map 2
Location: AFIT

City: Fairborn State: OH
Start Date: 1,104 9:00:00 Ak
End Date: 1/2/04 5:00:00 PM

- An email notification has been successfully sent to you.
- An email notification has been successfully sent to your supervisor.

Fig. 158: Delete Confirmation window

5.  Now, when you click on Status/Edit Applications, under
Pending Applications, the Discovery Map 2 Event is gone
from this student’s list of Applications (see Fig. 159).

Student Applications

Click on 1he location nama 1o review [ edil that application. Applicsfions that haee bean processed
byt the Training Manaser will nod be editasle. I you wish to delale a pending application, click on the
ER naxt to the svert name. Hyou wish ta cancel your reservation for an upcorming ewer, click on
the B0 fest 10 the event narne.

Fendirg Lpplcalions

I T T T T R T

EFIT Carcelation Pendineg 03 Aug 2003 01:40 10 Jem 2004 D00

Dizcovery Map 3

Fig. 159: Student Applications window

Congratulations! You've just deleted a pending Application.

3523 Cancel Reservation

1. To cancel a reservation for an Event, in the Student Main
Menu, under the Student Menu, click on the Status/Edit

Applications link (see Fig. 160).
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StudentMenu

Update Profi
Status FEdit Applications

Status FRequest CL Poirts
Event Evalustions

Fig. 160: Status/Edit Applications link

The Student Applications window appears (see Fig. 161).

Student Applications

Click on the location nama to revies ! adit fhat application Applications that hawe been processed
by the Training Maragen will nol be sdiable. I you wish bo delets a pending application, click an the
EH roxd {a the evard nama. f you wish to cancel your reseradian for an upcoming aent, click on
the EE next to the event narme,

Db Appdiad Star Dla

O ey 2003 04: 40 10 Jan J004 O

B Brovn Baa Lurch Trsining EvinAFE [Ressrvston |11 Aug 20050000 |02 Sep 2003
|Dizmonvery o 3 FIT Fessfumton |04 Aug 2003 00080 10 Jan 2004 0500
Dty i 3 ZETT Concelad D3Aug IS TS0 (03 Aug 03 150

Fig. 161: Student Applications window

Under the Previous Applications, in the Status field, notice
that this student has two Reservations and a Cancellation
listed.

To cancel the Brown Bag Lunch Training reservation, click
on the red K next to it.

The Cancellation Request window appears (see Fig. 162).
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Cancellation Request

Flease provide 3 delaled esplanation tor cancalling $ha tolowing application and press the “Continug”
buton atie botom of e page. Your explanafon wail be foneanded bs your superseorn of ecord for
approval. MHole bed vou e nol oficely canceled unbl both pour supemisor and Fie Training Manager
have =ppmoved your request. Yoo veil be nolified by =mail 85 each of the== evenis oo

Erlie yuiue Feasol] Tor cancaling 1hts apph calion

Fig. 162: Cancellation Request window

3. Inthe dialog box under the header Enter your reason for

canceling this application, you must type in your reason for
canceling your reservation.

4. When finished, click on the Continue button.

The Cancellation Request Confirmation window displays
(see Fig. 163).

Cancellation Requeszt Confirmation

Tou have requested the Tollowing application be cancelled

Pl Dt 11 Ao 2003
Ewenst; Brmoen Bag Lurch Trenng
Lacatinn: Edn AFB

Crtyz Penzscol Stefe; FL
Start Date: 00 Sep 2002
Erndl Daime; (5 Sap 2005

Am email mofificatinn has besn sucoessfully sent to the suparvisar
Fig. 163: Cancellation Request Confirmation window

Congratulations! You've just canceled a Reservation.

3.5.3 Request Cancellation

Students can cancel requests for Continuous Learning points, and also
cancel Applications or Reservations to CL Events by clicking on
Request Cancellation link under the Student Menu.
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1. Inthe Student Main Menu, under the Student Menu, click on the
Request Cancellation link (see Fig. 164).

| Student Menu

pdate Profile

igations
<Hequest Cancellstion

oints

Event Evaluations

Fig. 164: Request Cancellation link
2. The Cancellation Options window is displayed (see Fig. 165).

Cancellation Options

To confinue, plesss choome ores ol the oplione bakowe

Ganoel Training Application Cancel Gontinuows Leaming Points

Fig. 165: Cancellation Options window

3.5.3.1 Cancel Training Application

1. To cancel a Training Application, in the Cancellation Options
window, under the Cancel Training Application header, click
on the Continue button.

The Student Applications window is displayed. Here you can
review, edit or delete an Application, or cancel a Reservation.
See Section 3.5.2 for details.

3.5.3.2 Delete Continuous Learning Points Request

1. To delete a request for CL points, in the Student Main Menu,

under the Student Menu, click on the Request Cancellation
link (see Fig. 166).
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Student Menu

pdate Profile

<Hequest Cancellstion

Event Evaluations

Fig. 166: Request Cancellation link

The Cancellation Options window displays (see Fig. 165
above).

Under the Cancel Continuous Learning Points header, click
on the Continue button.

The Requests for Continuous Learning Points summary
window displays. Here you can review any pending point
requests (see Fig. 167).

Requests for Continuous Learning Points

Click Here to submit a request far approval of continuous learning paints ta your supenisor,
Previously submitted requests are listed below. You may update or review them by clicking on the
event name. If you wish to delete a pending request, click on the S next to the event name. If you
wish to cancel CL points already awarded, click on the B8 next to the event nama.

Date Reguested

ES |CL Points Improvement Professional Events 11 Aug 2003 16:14

You have no previous point requests at this time

Fig. 167: Requests for Continuous Learning Points window

To review your previously submitted CL points requests, click
under the Event heading, on the CL Event name. The Update
Requested Continuous Learning Points window displays
(see Fig. 168).
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Update Requested Continuous Learning Points

Please use this screen to request your supervisor's approval of continuous leaming points you have
earned through participation in locally funded training events, experiential assignments, ar
professional events.

You should not request approval of points earmed by attending events vou registered for using ACQ
Mow, This includes courses offered by the Defenas Acqwisition University (DALY The points you
earmed in those events were approved during the registration process and are automatically added to
your official record in ACQ Mow. To review your current point status, click on "Reviews CL Training
Histary" on the Student Menu.

Mame of CL Event CL Points Improvement

Event Dezcription

improved my CL points
(1000 character limit)

Event Type Professional Everts w
Start Date Mg s |11 % 2003 W

Encl Date [ug (w][11 & [2002 »]
Mumber of Poirts Requested IQ
comments

(1000 character iimit)

SSH: 111-00-5555  Date of Birth: 1/30/51 Gender: |Female %

First Hame: IHEHHY Middle Initial: r Last Hame: [Penny

Home Street: lBucket Lane City: !Fulcrom

ZIP Code: 177777 % I

Security Clearance: | INTERIM SECRET w

State:

Military Rank: |Masmar Sergeant V| Disablities:

MAJCOMBase: | AFMC -VWPAFB v
Duty Address: |44 Hopewell Dr. City: [Fairborn

State: ZIP Code: 19884 [

Country: |UNITED STATES v

Phone: (555 - [535 - [ssss ext.|

os: | =] ext. | Fax: | N N

Important: Since ACQ Mowy uses email to notify studerts | ensure you enter your correct email address.
If it iz not entered correctly, you will not ke informed sbout your enrollment.

Email: [bilstil3@a0l com

Supervisor: IJ- Demman

Phone: [555 . [s55  _ [ssss Sl

Important! Please ensure you enter your supervisor's correct email address.
If the: address iz entered incarrectly, your application will not be processed.

Email: Ibsﬁll@asmr.com

Fig. 168: Update Requested Continuous Learning Points window
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After reviewing and editing your request, click on the Update
Request button.

The Update Point Request Confirmation window displays
(see Fig. 169).

Update Point Request Confirmation

Hanmy | Penny has sucoassfully updated the raguest for approwval of CL painss for the swvent
listed helbow

Applicatun Debes 12 Gy 2003
Ewnnd; CL Pomntz mproy sment
Euend Tyupe: Profesoorsl Exents
Sart Mate; 11 Sug 2000

End Dater 117 Lup 2002

Foints feguested: 2

-Am email patifcation has Deen successiully seat io .
An emzil aetifcation hag been snccesshully sont i wour '.:Irm.':'.'i-sl.'lr.

Fig. 169: Update Point Request Confirmation window

To proceed with canceling your CL Points request, click on the
Back button of your browser twice (or, alternatively, under the
Student Menu, click on the Request Cancellation link). The
Requests for Continuous Learning Points summary
window displays again (see Fig. 170).

Requests for Continuous Learning Points

Click Here to submit a request far appraval of continuous learming points to your supervisor,
Previously submitted requests are listed below. You may update or review them by clicking on the
event name. If you wish to delete a pending request, click on the E# next to the event name. If you
wish to cancel CL points already awarded, click on the BEH next to the event name.

CL Points Improvement Professional Everts

You have no previous point requests at this time

Fig. 170: Requests for Continuous Learning Points

Now, click on the E# button besides the Event.

A confirmation window displays which asks: Are you sure
you want to delete this point request? Press OK to
continue. Click on the OK button.
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3.5.4

8. The Delete Confirmation window is displayed (see Fig. 171).

Delete Confirmation
Tou havs chosen to delete the mlowing pending point request

=,
Regquest Date: G100

Euwirmis CL Paoirils: et oesasmianl

Start Dabes 00171003

Ervil Daafizs 30 103

£n email notification has been successfully senl ie the student
fn email notification has been successfully sant fa the sapanisor

Fig. 171: Delete Confirmation window

Congratulations! You've just deleted your CL point request.

Status/Request CL Points

Students can check on their status or request CL points by clicking on
the Status / Request CL Points link under the Student Menu.

1. Inthe Student Main Menu, under the Student Menu, click on the
Status / Request CL Points link (see Fig. 172).

pdate Profile
Status f Edit Applications

< Status f Reguest CL Points >

Fig. 172: Request Cancellation link

2. The Requests for Continuous Learning Points window is
displayed (see Fig. 173).
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Requests for Continuous Learning Points

Click Here to submit a request for approval of continuous learning points to your supervisar,
Previously submitted requests are listed below. You may update or review them by clicking on the
event name. If you wish to delete a pending request, click on the B3l next to the event name. If you
wish to cancel CL points already awarded, click on the BEl next to the event name.

Date Requested

EM |CL Points Improvement Professional Eventz 11 Aug 2003 16:44

Fig. 173: Requests for Continuous Learning Points

To submit a reniiest for approval of CL points to your Supervisor,
click on the Click Here |ink .

The Request Continuous Learning Points window appears
(see Fig. 154 above).

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

The Point Request Confirmation window displays notifying you
that an email request has been sent to your Supervisor (see Fig.
174).

Point Request Confirmation

Henny L Penny has successfully submitted a request for approval of CL points for the event
listed helow

Reguest Confirmation

Application Date: 12 Aug 2003
Event: Paoirts improvement 1
Event Type: Professional Events
Start Date: 11 2ug 2003

End Date: 11 Aug 2003

Points Requested: 2

- An email notification has been successfully sent to you.
- An email notification has been successfully sent to your supervisor.

Fig. 174: Point Request Confirmation

Congratulations! You've just requested CL points from your
Supervisor.
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3.5.5

Event Evaluations

Before you can get CL points for attending an Event, you must fill out
an Event Evaluation form. It only takes a minute.

1.

2.

In the Student Main Menu, under the Student Menu, click on the
Event Evaluations link (see Fig. 175).

Student Menu

pdate Profile

=tatus £ Edit Applications
Feguest Cancellation

=t =t CL Points

< Event Evaluations

Fig. 175: Event Evaluations link

The Pending Event Evaluations window displays (see Fig. 176).

Pending Event Evaluations

Click on the event name to review / complete the evaluation for that event. Once your evaluation is
received, the continuous learning points for this event will be added to your continuous learning
training history in ACQ MNow. You will also receive an email with your completion certificate for this
event attached.

Evaluations for recently completed events may not appear. Don't be concerned. As soon as the
event roster is received and your graduation status is entered into ACQ Now, you will be notified and
asked to log on and complete your evaluation.

Start Date End Drate
Poirts Improvement 3 |1 2 Aug 2003

Fig. 176: Pending Event Evaluations window
Under the Pending Evaluations heading, under the Event field,
click on the name of the CL Event link.

The AF Continuous Learning Event Evaluation window
displays (see Fig. 177).
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AF Continuous Learning Event Evaluation

Ewent Titla: Foints Improsement 2
Location: Rosslyn
Drates; 5012000 170500 20 o 81 20371 7700 Abd

Fleasa faka a faw minutes 10 complale this esent evaluation. Your feedback will help us improes the
gualty and sutabilty of continuous leaming opportunities in the &ir Force. A space for comments i
included at the end of this evaluslion. Flaase use i to provide whalevar addilional information you
feel wa need 1o know sbout your expensnce in this CL gvert. Once your evalustion is received, you
will recens an amail fram ACR Mow CL with your complation certificale for that evand attachad

LCL Event:

1 Thid euent oigietivis ware chasrly dedined and [ e e e ot 5 Dmginm g of Thi eesint.
" =trongy Agree © Agee  Nedrel © Dizagree U Srongh Disagres

2 The euent objectives were achbsuesd,
& Elrongly Sgrss - Agee  Newral © Cizmoree £ Strongh Dizspee

3 The content of this cortinuoms = arming ersn Was current.
" Srongy Agren © sges © Medral T Diesares O Stronghe Dizagres

4 The svert condend was acc urste,
© Shrongy Bgres © Agee | Nedral © Dizsgres © Shronghe Dizages

S Thir euent eonend was targetd to iy gradie leved and eanees Ml d
& Elrongy Sgres - Agee  Newral © Cizsgres £ Strongh Dissges

E.  Hyou "disagres™ or “sironghy disagree” with 85, phoas-e tell us what grade levelis) and career fel
=} wau think waould benefTt irom this eeent.

T Thiz bangth of thie CL eea il s
 Toolorg T Too Shod U st Rght

B Ihaue abefter understanding of this tapis affer completing this CL euent.
" Strongiy Agres T agee U Mourel T Dizseres U Srongle Dizagres

9 The mformetion presented m ilhis CL ssent will be wseiul onthe job,
" Srongly Agre=  Agees 1 Newral 7 Dizacpee © Srongly Dizagres

100 Dwosubd §ecoemimenid (hia CL awand 1o otfier s,
% Elrongly Agres ™~ Agee 1 Hewral © Cizsgres % Strongh Dizsges

CL Event Materials:

11, Wiere CL suent mat=rals provided
T es Mo

12 Thie CL Fueeid invarbierisals imnpr e d iy adenstan ding of The: subjacl,
" myrongy agres O Agee O Newrsl O Dtssgree © Srongly Dissgree

Instrncion:
13 The mefructor or lesder wes well prepared for the CL suent,
™ Shrongy Agres © Ages O Nedral 7 Dizagee © Strongly Diasgees

14 Thie instructior Rad fhe ket donmetion on (e Togic Deindg p e e,
o Elrongly Agrss £ Apes " hewral Cizsgres £ Strongh Disspes

15 The INSIructor was resp o questinns and com 5.

Frow i e Minda s Fla o [ i SER —

Fig. 177: AF Continuous Learning Event Evaluation window
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3.5.6

4. Fill out the form, then at the bottom of the window click on the
Submit Evaluation button.

The Evaluation Confirmation window displays (see Fig. 178).

Evaluation Confirmation
Your evaluation for the event listed below has been successfully processed.

Evwalustion Confirmation

Application Date: 12 Aug 2003
Event: Points Improvement 3

Location: Rosslyn

City: Arlington State: W&
Start Date: 12 Lug 2003
End Date: 12 Aug 2003

- An email notification has been successfully sent to the student

Fig. 178: Evaluation Confirmation window

Congratulations! You've just submitted an evaluation.

Resend Approval Request Email

Sometimes emailed requests get lost, accidentally deleted, and never
read. So, there will be times when Students will need to resend their
approval requests.

1. Toresend an approval request, under the Student Menu, click on
the Resend Approval Request Email link (see Fig. 179).

Update Profile

Status § Edit Applications
Reguest Cancellation
Status F Reguest CL Poirts

Rezend Approval Reguest Email >
<M P 2 —

&8s gbout AF Acouisition
Certification
L oot

Fig. 179: Resend Approval Request Email link

The Resend Approval Request Email window displays (see Fig.
180).
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Resend Approval Request Email

To resend an application or point request to your supervisor, verify that the email address shown is
correct, click on the box next to the notification(s) you would like to resend, and press the Resend
Motification(s)' button,

Approving Official Email Send Student Notification

Flease werify your supervizor's email address is correct, | Place a check inthe box belovy if you swould like 5 copy of
and if necessary make any changes belosw . the student notification sert to you.

ihstill@asmr.com [~ Send student notification

C Pairts improvement | Professionsl Training 12 Aug 2003 10:47 |0
1 Events

Resend Hotification(s) |

Fig. 180: Resend Approval Request Email window

To resend an email to your Supervisor, first be sure that the email
address is correct. Then click on any pending requests you want
to resend.

When finished, click on the Resend Notification(s) button.

The Approval Request Resend Confirmation window displays
(see Fig. 181).

Approval Request Resend Confirmation

Successfully resent 1 supervisor notification(s).

Fig. 181: Approval Request Resend Confirmation window

Congratulations! You've just submitted a resend request.
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3.5.7 Review CL Training History

From time to time, you will want to check on the number of points you
have accumulated, and the amount of time you still have to reach your
required point total.

1. To check on your point totals, under the Student Menu, click on
the Review CL Training History link (see Fig. 182).

[Stuont oy |

Upiiate Profie
Status [ Edit Applications
Feguest Cancellation

status [ Reguest CL Points
Event Evaluations

< Reviewy CL Training History >
e A

Certification
Logaff

Fig. 182: Review CL Training History link

The Continuous Learning Training History window displays
(see Fig. 183).
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Continuous Learning Training History

Click here to display the instructions for this page.

Continuous Learning Training History for: Penny, Henny L

Current Continuous Learning Certification Period Ends: 100 104
Total Points Earned for Current Certification Period: 1270
Points Still Heeded to Meet &0 Point Requirement: 0.0
Total Points Pending Completion of Evaluationi{s): oo
Total Points Requested Pending Supervisor Approval: 20

Click here to receive g copy of your most current Continuous Learning Certificate via email

e Start Date End Date
Discovery Map 3 Reservation 31004 S:00:00 Ak 1M204 5:00:00 P
Brown Bag Lunch Training Reservation Q203 Qi303

Start Date

End Date

Poirts Improvemert 3 43| SM203 11:15:00 &AM SM20311:17:00 AM
CL Poirts Improvemert 1 20y 841103 4:00:00 Ph 81103 4:05:00 P
Poirts Improvermert 2 a0y 81103 4:06:00 Phd 81103 4:11:00 P
CL Points Improvement 2| ki, SM1I03 SMAI03

*Paints will not be awarded until event exalustion is completed.

Fig. 183: Continuous Learning Training History window

2. Review your history carefully to be sure you have received credit
for all of your completed Events. Please note that you will not be
awarded points until you have filled out an Event Evaluation form.

If you registered for the Event via this website, you may print a
duplicate completion certificate from this window. Events that
have a certificate available are listed under the CL Events
Completed for the Current Certification Period heading with
the Event name underlined (see Fig. 184).

Start Date

Poirts Improvement 3 43 [y M 2003 11:15:00 &b SH2103 11:17:00 &b
CL Pairts Improvement 1 2% 8M11/035 4:00:00 P 84103 4:05:00 PM
Points Improvement 2 B0y 81103 4:06:00 PM 841103 4:11:00 PM
CL Pairits Improvement 2| A, aM1/03 SM1M03

*Fairts will not be awearded until event evaluation is completed.

Fig. 184: CL Events Completed for the Current Certification Period field

Just click on the underlined Event name to have an email sent to
you with the certificate attached.
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Congratulations! You've just checked your training history.

3.5.8 Q&As about AF Acquisition

The Air Force’s Acquisition Career Management has put up a Web
Guide to answer your questions.

1. To access the Web Guide, under the Student Menu, click on the
Q&As about AF Acquisition link (see Fig. 185).

Student Menu

Lipctate Profile

Status JEdit Applications
Reguest Cancellstion
Status / Reguest CL Points

<

Evert Evaluations
Resend Approval Reguest Email

G Az about AP Acouisition

>

Logott

Fig. 185: Q&As about AF Acquisition link

The Acquisition Career Management APDP Web Guide
displays (see Fig. 186).
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Acquusition Career Management \&/
APDP Web Guide -

Available Menus for the APDP Guide

Acquisition APDP Links

What is DAVWIAT Cerification - What is DAIIAT

Positions
- POCs
= Acguisition Positions
Training Acquisition Corps Assignments - Gedification

= Training
= Acquisition Corps

Waivers Homwy Dcr:qaesfgt Affect “our Record - Assignments

= Waivers

. How Does it Affect
Me?

APDP = wour Record
POC's - Refarances

= Home Page

- Senvices

MILPDS Guidance
for tPFE

References

Wiew the original mermao

. Profassional
Development
= Woddorce |ssues

= Training

Fig. 186: Acquisition Career Management APDP Web Guide

3.5.9 Certification

This is another way to get to your Training History and check on your
certification status. Follow the procedure in 3.5.7.

3.5.10 Logoff

When you click under the Student Menu on the Logoff link, you are
immediately logged off the system.
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3.6 Catalog

Any time you find and register for a CL Event, you will need to start here.

3.6.1 Find/Register for a CL Event

1. Tofind a CL Event, under the Catalog Menu, click on the Find /
Register for a CL Event link (see Fig. 187).

Catalog

IFinu:ﬂ ! Regizter for a CL Evert

Fig. 187: Find / Register for a CL Event

The Find A Continuous Learning Event window is displayed
(see Fig. 188).

Find A Continuous Learning Event

Please browse our catalog using one or both of the search tools below.
When you have selected your criteria, click the "Search Catalog” button on the bottorn of the page.
To wiew the entire catalog, leave all search criteria blank.

anced Options

Ta view available Continuous Learning events, choose To narrow down your search, choose any

one or more of the following categaries below: one or more of the following options:
[~ Academic Courses and Degress: Location:
-
[~ Experiential and Development Assignments: AndiCr
[ web Based Events
[~ Professional Events: AnciCr
Event: (course name, conference, etc.)
=
Anclior
Date Range: (inclusive)
Between
[ & & &
Anc
[ & =[] &

Search Catalog

Fig. 188: Find A Continuous Learning Event window
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Here, you can search through the system’s database of Events
for one you may want. You are not required to make any
selections in this window. You can simply click on the Search
Catalog button and the system will list every CL Event anywhere
in the world.

Therefore, it is best to narrow your search somewhat by entering
at least of the information in the Find A Continuous Learning
Event window.

When complete, click on the Search Catalog button.

The Continuous Learning Activities window displays (see Fig.
189).

Continuous Learning Activties

The following events matched your search

Please be sure to check the catalog on a regular basis!
Mew Continuous Learning events, locations and dates will be added throughout the fiscal year.

Brown Bag Lunch Training

Event Type: Profeszional Events

Target Audience: &l acquisition personnel
URL: hitp /f

CL Points: 1

Description:

Acouizition Training during lunch, Wil consist of guest speakerslecturers providing relevant acquisition training.
Attendees will be eligible for 1 CL point for each session attended. (Test event added by John Demmon)
Remarks:

Test event.. this iz the remarks section. Here iz moare information.

Click HERE to view schedule {1 scheduled)

CL Points Improvement 1

Event Type: Professional Events
Target Audience:;

URL: hitpeif

CL Points: 2

Description:
Learn howy you can maximize your time to achieve

Remarks:

Click HERE to view schedule {1 scheduled)

Discovery Map 2

Event Type: Profeszional Events

Target Audience:

Fig. 189: Continuous Learning Activities window
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You can scroll down through this list. When you find an Event for
which you want to sign up, click the link below the event summary
that says Click HERE to view schedule.

The Event Schedule for [Event Name] window appears (see

Fig. 178). As you see, there are likely to be many locations for the
same Event.

Event Schedule for Brown Bag Lunch Training

Click on the location name to submit an application for that lacation.

Important Hote: Yhen selecting your location, please keep in mind that travel and per diem costs associsted with
continuous learning events are not certrally funded. Any travel fper diem reguired to attend this event must be funded
by your local command.

Edllin AFB Penzacola, FL 02 Sep 2003 03 Sep 2003 24 i}
Randolph AFB Pany Pawe, W, 26 Dec 2003 25 Dec 2003 u] a
LECIPM Conference Room Flag, 14 29 Dec 2004 30 Dec 2004 o i}

Mew Search | Back to Search Results

Event Information

Event Type: Professional Events

Target Audience; Al acquizition personnel

URL: http st

CL Points: 1

Description:

Acguisition Training during lunch. Wil consist of guest speakersdecturers providing relevant acouisition training.
Attendees will be eligible for 1 CL point for each session attended. (Test event added by John Detmmaon)
Remarks:

Test event.. this is the remarks section. Here is more information.

Fig. 190: Event Schedule for [Event Name] window

To apply for an Event, under the Location heading, click on the
Event you want to apply for.

The Student Continuous Learning Application window is
displayed (see Fig. 191).
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Student Continuous Learning Application

Complete andfor verify the infarmation below. Once you are sure the information on this application
is carrect, press the "Submit Application' button at the bottom of the page. Once your application is
submitted, you will be sent a confirmation notice wia email.

tion Information

Event Information

Event: Brovwn Bag Lunch Training Building: Big Training Building POC: Joe Schmoe

Location: Eglin AFB Room: 34 POC Phone: 555555555
Street: 123 Eglin Avenue Start Date: 02 Sep 2003 POC Fax: (555) 555-5555

City: Penzacols State: FL End Date: 03 Sep 2003 POC Email: atazsupd@asmr.com
CL Points: 1 Location URL: hittpsf

ent Infarms

SSH: 111-00-5555 Date of Birth: 1/30/51 Gender:
First Hame: iHenn\; Middle Initial: lL_ Last Hame: IPBHI'IY

Home Street: IEluc:ket Lane City: IFuIc:ru:um
State: ZIP Code: IW??T" i I
Security Clearance: | INTERIM SECRET w

Military Rank: | Master Sergear + | Disabilities:

MAJCOMBase: | AFMC - WRAFB v/
Duty Address: I44 Hopeweell Dr. City: iFairborn

State: ZIP Code: #4842 _ |

Country: | UNITED STATES |

Phone: |555 - 55 . |ssss ext. |

DSH: I - I ext.l Fax: I - I -

Important: Since ACQ Move uses email to notify students, ensure you erter your correct email address.
If it iz not ertered correctly, you will not be informed about your enrolliment.

Email: |bilstil5@anl com

Supervisor: 1. Demmon

Phone: ISSS - ISSS e ISSSS ext.

Important! Pleaze ensure you enter your supervizor's correct email address.
If the address is entered incorrectly | vour application will not be processed.

Email: Ibstill@asmr.com

Comments: (timestamp iz automatically generated - 1000 character limit)

Please enter any commments you would like included in the email zent to your supervisor requesting approval of your
participation in this Continuous Learning evert.

Submit Application

Fig. 191: Student Continuous Learning Application window
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3.7

3.7.1

6. Review the information if you have already entered a profile. If
not, then enter all the requested information, then click on the
Submit Application button.

The Application Confirmation window displays (see Fig. 192).

Application Confirmation

Henny L Penny has successfully submitted an application for the event listed below

Application Canfirmation

Application Date: 12 Aug 2005
Event: Brown Bag Lunch Training
Location: Eglin AFB

Cityz Penzacaola State: FL

Start Date: 02 Sep 2003

End Date: 03 Sep 2003

- An email notification has been successfully sent to you.
- An email notification has been successfully sent to your supervisor.

Fig. 192: Application Confirmation window

Congratulations! You've just applied for a CL Event.

Help
If you need help, there are a variety of ways to get it.

How To Use ACQ Now CL

The quickest way to get help is to consult the index in the ACQ Now for
Continuous Learning Events Software Users Manual (SUM). It's filled
with QuickStart instructions for the most frequently used features to get

you going fast.

1. To access the ACQ Now CL SUM, under the Help menu, click on
the How To Use ACQ Now CL link.

The opening page of the SUM will be displayed (see Fig. 193).
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ACQ Now
Cantinuous Learaing Evants

For Continuous Learning Events
Software Users Manual
Fig. 193: ACQ Now CL SUM

3.7.2 Contact Air Force Help Desk

The Air Force maintains an email help desk. You can access it by
clicking under the Help Menu on the Contact Air Force Help Desk

link (see Fig. 194).
<E‘W 0 Llze AT0 Moy CL !

SCG Mowy POC ook Lp

OSD Point Guidelines
AF CL Guidance

Fig. 194: Contact Air Force Help Desk link

1. Alink to the correct email address displays. Click on the email
address link to send an email.
3.7.3 ACQ Now POC Look Up

To look up the POC (Point of Contact) for any event, under the Help
Menu, click on the ACQ Now POC Look Up link (see Fig. 195).
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Howy To Use 8C0 Mow L

<ACQ Moy POC Look U D

AF CL Guidance

Fig. 195: ACQ Now POC Look Up link

The ACQ Now Registration System window displays (see Fig.

196).

ACD o
mow ACQ NOW Reglsiration System

: Thess ndreiols e ywour Tes Pl of conbact for puesions reprng acauiEtion rerng sues and procedures. To indte nane srd e.nel addiess of your porl
‘3-:. ot coniect, shar by selzching wour acouichian oepaneation halve,

| [Gnent wour orgonization from the ket beiow A
SO -EEn &f0
SO0 - L OTHE®

AETC
BETC
AETC
AETC

ST
AETC

- Alus AFB

oy R
- D0 al o

+ Mauzlar

- Lncibard AT

- Lghin

- Liie Fock &FB o

Fig. 196: ACQ Now Registration System window

To find the name and email address of your POC, start by
selecting your acquisition organization under the Air Force
Organizations heading.

The Air Force Organization Point of Contact window displays
(see Fig. 197).

Air Force Organization Point of Contact

Organization: AFwC - WPAFE

POC: Kristina Adkinz

DSH: 674-2671

COMMERCIAL PHOHE: 357-904-2671

Email: jzuri@asmr.com

Fig. 197: Air Force Organization Point of Contact window

Congratulations! You've just found your POC.
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3.74 OSD Point Guidelines

Clicking on this link under the Help Menu directs you to the DPAP
Website (see Fig. 198).

Organization

Puolicies, Regulations, & | aws

Workforce, Training & Career
Development

Industry Forums

Special Projects

. Opinion / Poll
inks Search : Pleaza click on @ button ta

submit your rating of this site.

L8888
e e o8

e L B

—

IRAQ Reconstruction Donate to US Troops
Contractinformation and |RAGI people He

Latest News and Events

«The Directar of Defense Procurement and Acguisition Policy announces the next round of her career-broadening Acguisition Exchange
Frograrm for government emplayees. Click here for mare info.gord format)

=The Honarahle Michaal W Wiynne, Acting Under Secretary of Defanse (ATEL) signs and launches Unigue ldentification of Tangihle
lterns Policy. Click here to view it. Adobe PDF - (Get Adobe Acrobat)

LD Policy Guidance dated July 28th 03 iz also posted. Click here to review it dMard format)

*Tavigitthe Unigue Identification (WD) wehstie, Click here.

=Summer Edition of Acguisition Today is posted Click here o view the site.
=CJCE Instruction 3170.01C and CJCS Manual 3170.01 . Click here ta visit the site
SATEL Knowledge Support System (AKSS) Yersion 2.1 is Deployed. Click here tovisit the site

wG0al #2 June status Memo signed by Director Lee on the subject of "Revitalizing the Guality and dMorale of the Acquisition, Technology,
and Logistics (ATEL) Warkforce", dated 27 June 2003 has heen posted. Click here to review it. Adohe PDF - (Get Adaohe Acrobat
wE0al #2 June 2003 status slides (Power Point format)

Mare Mews and Events

Fig. 198: DPAP Website
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3.75 AF CL Guidance

Clicking on this link under the Help Menu takes you to the Acquisition
Career Management website (see Fig. 199).

Acquisition Career Management ¢/
Continuous Learning "

Continuous Learning for the Defense Acquisition Workforce CAREER
LINKS

(MNEW) On 13 Sep 2002 USD (ATEL) issued a streamlined Continuous Learning - Home Fage
(CL) policy far the DAWIA acquisition workforce. This policy replaces the ariginal « Services
15 Dec 95 policy memorandum. This palicy augments the minimum mandatory . Professional
and desired education, training and experience standards of the acouisition Development
warkforce and ensures acquisition professionals are afforded a full range of < Vorkforse lesUs
developmental opportunities. Major changes in CL implementation are as - Training
follguivs: = Initigtives
- Enowledge hBnagement
s CL applies to all individuals on DAWIA acquisition-coded positions, e
whether they are already certified or not o
= Career Guide
» Certification training can count toward CL points - Becoanition

e A goal of 40 CL points per year is established with the mandatory number
Of 80 CL points every two years

s AF is now reguired to annually repaort compliance data to AETZCD

The CL paolicy allows a great deal of flexibility for meeting this requirement.
Wethods for gaining CL points include taking acguisition-related courses,
academic courses at institutions of higher education, leadership training,
performing experiential and developmental assignments, and accomplishing
professional activities such as teaching, consulting, and attending conferences.

SAFAQ will provide additional implementation guidance to supplement this new
policy. A continuous learning tracking tool is under development and expected
release is late summer of 2003 (please click here for more information).

For those MAJCOMs choosing not to use CL Tracker, the following link provides
additional information on the reguired data that will need to be collected and

reported [please click here for CL Statistical Requirernents).

For more information including guidelines for requesting or awarding
CL peints, please click on one of the following subject areas:

o 13 5ep 2002 USD (ATEL) Continuous Learning tMermorandurm

s 13 Sep 2002 USD (ATEL) Continuous Learning Policy

Fig. 199: Acquisition Career Management website
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3.8 Links

The Links section of the Student Menu provides three self-explanatory
links (see Fig. 200).

A0 Moy for DAL Training

Back to the Main Menu
Privacy and Security Motice

Fig. 200: Links Menu
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80 CL points, 7
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ACQ Now CL log, 9
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ACQ Now POC Look Up, 50

ACQ Now POC Look Up link, 50

ACQ Now Registration System window, 51

Acquisition Career Management APDP Web Guide,
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Acquisition Career Management website, 53
Advanced Options heading, 15
AF CL Guidance, 53

AF Continuous Learning Event Evaluation window,
37

AFATO, 9

Air Force Organization Point of Contact window, 51
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