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If you have any questions about the ACQ NOW CL System, please contact:

Mary Habib
Program Manager, ACQ Now CL
DSN 665-6580, Comm (210) 565-5900

Email: acgnowcl@randolph.af.mil

Air Force Acquisition Training Office (SAF/AQXD-ATO)
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About this Manual

Users should note the following terminology and conventions used in this Manual (also
referred to as the Training Manager User’s Guide):

1. Bolding — Words printed in bold letters appear exactly that way on the website.

2. When referring in the text to a specific area of a window, an item may be
highlighted in an accompanying graphic or “Figure”. The convention used is to
place the item in a “spotlight rectangle” emphasized by an arrow. An example of
this convention appears below.

Training Managers

AnNge ACCESs

Figure #: Title

3. The term “text box” refers to a place on a form where text entry is required. Text
may be entered directly from the keyboard or by selecting an item from a drop-
down menu to the right of the text box (where available). The availability of a

drop-down menu is shown by the symbol ™ as illustrated below. Only one item
may be selected from a drop-down menu to be placed in the text box.

Program Type b’

SCAT T ar 14

“ACAT II" is selected from
ACAT 111 the drop-down menu to

aCaT IV .
Home of the ahove appear in the text box

Figure #: Drop-down menu

4. Radio buttons (@ 'D) are used when only one option from a pair or a group should
be selected. A green dot in the center of the circle indicates that option is selected.
Click in a radio button to add or remove its dot.

5. Checkboxes (|:| ) are used when more than one option may be selected from
a number of alternatives. A checkmark inside a box indicates that option is
selected. Click in a checkbox to add or remove its checkmark.
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6.

Icons are used to draw attention to special features. Often an icon will also act as
a button to present additional information. Icons used include a magnifying glass
(#°) to indicate finer detail is available and a histogram icon ( I||) to indicate the
availability of static information.

Where users are invited to add text from their keyboard into a text box, a Check
Spelling option may be provided (see Figure below).

Comments:

| Check Speling

Figure #: Check Spelling

Check Spelling. Using this feature checks spelling in entries appearing in Event
descriptions, catalogs or other documents available to workforce members. Once
text has been entered into a Comments or other text box, clicking on the Check
Spelling button verifies all words are correctly spelled. A Spelling Results
window suggests changes to questionable spellings and provides a list of possible
replacements underlined in blue (see Figure below). Clicking on one of the
suggested words inserts it into your text as a replacement for the misspelled word
once the Replace Original Text button is clicked. If you wish to correct the word
yourself, you may enter a corrected version in the white text box and click the
User Corrected button to make the change. Should you wish to add a word to
the dictionary (such as a technical term or abbreviation) click on Add Word to
Dictionary so that the next time the word is encountered, the Check Spelling
feature recognizes the word as being correctly spelled.

Spelling Results

You submitted the following:
"Is thiz correct] spelled”

Spelling Error Suggestion -- Click suggestions to correct.
correct correctly | cotrect | corrects

[User Curremed] [Add Ward To Dictionarny

1 spelling erroris) found

[ Feplace Original Text ] %

Figure #: Spelling Results
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If you have any questions or suggestions for improving this user manual, please contact
Mary Habib, Program Manager, DSN 665-6580, Comm (210) 565-5900

Email: acgnowcl@randolph.af.mil
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Training Manager Quick Start Menu
ACO Now CL - Training Managers” Quick sStart Guide

1. Click here to access ACT Mow CL. Sign In using either a CAZ or vour SSN and [Dof.
The ACQ Mow CL rmenu iz organized under various rnanagernent tasks, Clid a link
from the menu below for an explanaton of its purpose,

Trasning Managers 6 y

2. Mew users must request access as a Training Manager, To do

?:;_:E P 0, clide Request Training Manager Access and follow the
= prompts, ACO Mow CL supports three groups of usars:

= b Students, their Supervisars, and Training Managers, Eadh

:ﬂm‘;‘: (Mg Mg group uses AT Mow CL for different purposes and has acoess

cunog mnngement | 7 AR

Creste CL Everis 2, Use Catalog Management to create new Events, schedule or

Lﬁcmiw T3 rezchadule existing Events andfor their location s,

L= =

Exlll Event Descriptions

Bl Ever quotas, schedulss_
POCE

Evert Mamgerert L7 28
Process Apckeatins 4, Use Event Management to enroll students in events, to
Toncas Cantebaiong cancel or transfer existing enrollments, to manage walk-ins or

Process Tranatars to zee and print Event rozhers,

Mgyt Vi -y

Rosters

Student Mansgemert | 7 2N
Search o Sion in sz Shadert =
Evert Anendancs Repor

Wi Shdsnt CL Heslory

Manages CL Pericds

Usze Student Managenent to review a student’s profile or
training history,

Shufand Profils

M '8, Uze Reports to acoess and collabe metrics on training

CL Partcipation Reports peHormrnance, Reports cover student atbendance and

IneciFichand CL Higtory achievernents, as well as unit, commrmand and warkfarce

Evert Reparts perfornance.

F E "7, Use Mailing List to efficiently comriunicate with students,
aLE

Edt  Lixd

Sl eSS
O
AT Heter Hello sk &, Resources under the Help and Links menus provide acceszs to

AF CL Polcy uzeful rmaterials associated with AC00 Mow CL

e

Quick Shart Gue Tor Trsining

Managess

Lizer sl

Prbvacry Simtormect 2, Refer to the Training Manager User's Guide for further

CAC Instructions details on each rmenu iterm and how ACD Maw CL suppnﬁ”‘ )

e —— rale of the RegistrarTraining Manager,

A M hor D An Interactive version of this Quick Start

o oy et Guide is available by clicking the Quick Start

acquistion Career Home age QUIID @ fOr Training Managers link from the

Travkving Mamager

ACMS. Acquistion Carees Help section of ACQ Now CL. i
Management Symtem
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Introduction

i 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 24 months through a
variety of Events including the Defense Acquisition University (DAU), Major Command
(MAJCOM), local training Events, conferences, rotational assignment, and other
professional events. To find out more about CL visit:

http://www.safaq.hq.af.mil/

i. How Does Continuous Learning Benefit Me?

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
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.

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

iv. How Can a New Student Access the ACQ Now CL website?
In your browser, enter:
https://www.atrrs.army.mil/channels/acqgnowcl

As a new student, you’ll be invited to “Sign In” to the system using your CAC or entering
your social security number and date of birth. Once you’ve entered the ACQ Now CL site,
you’ll be able to find CL Events, local classes and other Events that can help you meet
your CL requirement. You'll be able to request enrollment 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.

V. 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 24
months, ACQ Now CL will again notify your supervisor and you of your success. And you’ll

10
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receive an AF Continuous Learning Certificate of Achievement. Details of the AF CL Policy
are available from the Acquisition Career Home Page, a link to which is in the Links
section of the Main Menu.

vi. Who May Participate in Continuous Learning Events?

The 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.

vii. How Do I Register for Continuous Learning Events?

It’s very easy to apply for enrollment in Continuous Learning Events as much of the
information needed to register is already in the ACQ Now CL system. Once you Sign In to
the ACQ Now CL 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 Event in the last 12 months, just type that Event into the ACQ Now CL log, and
request your supervisor’s approval of those points. And if you have completed a DAU
course for certification, that course will automatically be entered into your CL record too.
You can also request an electronic “Completion Certificate” for any approved CL Event.

viii. Other Useful Links
SAF/AQX and AFATO: https://www.safaq.hqg.af.mil/mil/career/index.cfm
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

iXx. The ACQ Now CL Websites
The ACQ Now for Continuous Learning Events website supports three groups of users. For
further assistance, visit the web page most appropriate to you.

% Training Managers should visit:

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

<+ Students should visit:

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

‘0

% Supervisors should visit:

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

11
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Main Menu

1.

Training Manager/Registrar Home Page
Go to https://www.atrrs.army.mil/channels/acgnowcl/registrar/ to access the ACQ

Training Managers
Sign In
Change Ao
Sign Off

Request Training Manager
Access

Catalog Management
Create CL Events

Schedule Event Times and
Locations

Edit Evert Descriptions

Edit Evert quotas, schecdules,
PO

Event Management

Process Applications
Process Cancellations
Process Transfers
Manage Wialk-ins
Rosters

Student Management

Search or Sign in a5 Studerit
Evert Attenclance Report
Wisw Studert CL History
Manage CL Periods
Student Profile

Reports

CL Participation Reports
Incliviclual CL Histary
Evert Reports

Biild & List

Edit = List

Send a message

BCG Moeey Help Desk
AF CL Policy
FAGs

Guick Start Guide for Training
Managers

User Manual
Privacy Statement
CAC Instructions
Mare Infarmation
Links

ACG Moy for D&

BCG Moy for Cerification
(coming =oon)

Acouisttion Career Home Page

ACMS-Loouistion Career
Management System

Figure 1: Home Page with Sign In and Main Menu highlighted

Now CL website. This window is the home page for Registrars (also referred to as
Training Managers). The window’s Main Menu is to the left (see Figure 1). The
Main Menu is divided into eight task-related sections though most options are
inactive until a user has signed in. Registrars/Training Managers should click Sign
In from the Training Managers’ section to reach this page from elsewhere in the
system.

12
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The Sign In window opens (see Figure 2) and offers the option of signing in with

either a CAC (Common Access Card) or SSN and DOB.

Tri

g Managers
Sign In

Change Access

Sign Off

Request Training Manager
Aocess

I Catalog Management
Create CL Everts

Schedule Evert Times and
Locations

Edit Event Descriptions

Edit Event quaotas, schedules,
POCs

I Ewent Management

Process Applications

Process Cancellations

Please select a method to Sign In
Ccac OSSN and DOB

Questions? Problems? Suggesti ? Pleaze email us now.

THIZ WEBSITE IS FOR OFFICIAL USE OMLY - Click here to view Privacy and Security Motice.

Announcements

6 Dec 2006

CON 217 MO
AvAILABILE

16 Mar 2006

Mew REQUIRED

Prereguisite for
SYS 2018 and

S35 301

Wiew All Messages

Figure 2: Sign In window
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2. Sign In

To use most features of the ACQ Now CL system as a Training Manager requires a Sign
In. This chapter explains how Training Managers Sign In to the system and gain access
to the suite of ACQ Now CL features available only to them. To Sign In use either your
Common Access Card (CAC) or Sign In using your Social Security Number (SSN) and
Date of Birth (DOB).

Common Access Card (CAC) method

3. Choose the CAC method by clicking its radio button (see Figure 3).

Q NOW for Continuo arning Ev S m

Training Managers

Sion In Announcements
Change Access A C Q N Ow

o _ 6Dec2006
Request Training Manager f C

e or Continuous CON 217 NOW
Catalog Management -

Create CL Everts Learn I ng 16 Mar 2006

Schedule Event Times and B Bl D b
Focetions Please select a method to Sign In Lz EEUIEE

Edit Event Descriptions Prerequisite for

Eclit Evert quotas, schedules, @ cac | OSSN and DOB SYS 2018 and

POCS SYS 301
Questions? Problems? Suggestions™ Please email us now.

— Wiew All Messages
Process Applications
5 THISWEBSITE IS FOR OFFICIAL USE OMLY - Click here to view Privacy and Security Motice.
Process Cancellstions

Figure 3: Click the CAC radio button to Sign In

4. Users can now Sign In using their Common Access Card (CAC). The CAC is a
Department of Defense issued smartcard used for various tasks, including user
authentication, email encryption, and secure computer log-ins.

5. To Sign In using a CAC you must have both the DoD Root Certificate and your
CAC identity certificate installed on your workstation. These certificates are digital
documents that provide the identity of a web site or an individual. If you do not
have the DoD Root Certificate or your CAC certificate installed, you should contact
your system administrator. If at any time during Sign In you are prompted for a
missing certificate (see Figure 4) or you are requested to choose a certificate
where no certificate exists (see Figure 5), contact your system administrator for
assistance.

14
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The page requires a client certificate

The page yvou are trying to view requires the use of a client
certificate,

Please try the following:

& Click the REefresh buttan to try again, if vou have installed
vour client certificate,

# If vou believe you should be able to view this directory ar
page, please contact the Web site administratar by using the
g-mail address or phone number listed on the
interface.atrrs. army.pentagon.mil home page.

HTTP 403.7 - Forbidden: Client certificate required
Internet Information Services

Figure 4: Missing DoD Root Certificate

Choose a digital certificate

Identification

The Weh site wou want to view requests
identification, Please choose & certificate.

MName Issuer

’ Ok ] ’ Cancel

Figure 5: Missing Client Certificate

Ensure that your CAC reader software is running on your workstation. This guide
illustrates the use of ActivCard Gold, an example of CAC reader software widely
used by DoD agencies. If you require assistance in setting up and installing
ActivCard Gold or any other CAC reader software, contact your system
administrator for assistance.

Insert your CAC card into the reader attached to your workstation.

15
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Enter the home page or Sign In page of the website you wish to access.

If a choice is offered, select CAC as your Sign In method.

An alert box opens to ask for a valid digital certificate. Select your valid identity certificate
from those listed in the Choose a digital certificate alert box and click OK (see Figure
6). Be aware you may have more then one certificate displayed (e.g. an Email certificate
for Encryption or Signature). If you select the wrong certificate, and the system does not
allow you to Sign In, you must Close your existing browser and Open a new one to be
able to reselect the appropriate certificate.

Choose a digital certificate

Identification

The Web site vou want to view requests
' identification, Please choose a certificate.

Marne Issuer
JOHK.SMITH Dol CLASS 3 CA-10
More Info... ] [ Wiew Certificate, .. ]

[ O ] [ Zancel ]

Figure 6: Choose a Digital Certificate

8. The CAC Reader Software — Enter PIN dialog box opens (see Figure 7). Enter
your PIN (Personal Identification Number) and click the OK button.

Q Enter PIM code:

ak | Cancel |

Figure 7: CAC Reader Software - Enter PIN dialog box

16
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9. You may be prompted to review your social security number and date of birth,

before you are signed in to the system.

SSN and DOB method

1. To Sign In using your social security number and date of birth, click the SSN and
DOB radio button. A panel of text boxes and drop-down menus is displayed (see

Figure 8).

2. Enter your SSN (Social Security Number) and DOB (Date of Birth), in the text
boxes, and then click the Click Here to Sign In! button.

3 NOW for Continuol =arning Events

2 ACQ Now
w for Continuous

Learning
i

Please select a method to Sign In
O CAC @ SSN and DOB

1. Social Security Mo

2. Date Of Birth: || Morth % || Day (W || 1945+

Click here to Sign In!

Questions? Problems? Sugnestions™ Please email us now

THIS WEBSITE IS FOR OFFICIAL USE ONLY - Click here to wiew Privacy and Security Notice.

Announcements

6 Dec 2006

COMN 217 MOWY
AxAILABLE

16 Mar 2006

Mew RECQUIRED

Prerequisite for
SY5 2018 and

S5 301

Wiew All Messages

Figure 8: Sign In with SSN and DOB

17




ACQ Now CL & AFIT Now Training Manager User’s Guide — October 07

3. Change Access

Training Managers have different levels of access depending upon their roles and
responsibilities. When first granted access to ACQ Now CL, a Training Manager is allocated
to at least one Access Level. That level may be related to the billet the person occupies
and/or the Events for which they are responsible. An Access Level permits a Training
Manager to create, retrieve or manage information related to a specific Event. Different
Access Levels are linked to different Events; only those managers with an appropriate
Access Level will be able to manage an associated Event in ACQ Now CL. Training
Managers should be aware of the Access Level they use when creating an Event and who
else has the same Access Level to reach and manage that Event. Those without the
appropriate Access Level will not be able to manage the Event. Training Managers with
more than one Access Level can easily switch between Levels as explained in this chapter.

1. First Sign In to the ACQ Now CL System.

2. Your current level of access and the Change Access text box are displayed (see
Figure 9). To change your access level, click on the drop-down menu to the right of
the Access Level text box. Scroll to the Access Level you want until it highlights
in blue. Release the button on your mouse and the new level is selected in the text
box. Click Change to confirm your selection.

You are currently Signed In with access to: SUPER [SUPER)

Access Level: |SL|F‘ER [SLPER)

Figure 9: Change Access window

3. You may also change your access level at any time simply by selecting Change
Access from the Training Managers menu list (see Figure 10). Clicking on
Change Access takes you to the Change Access window shown above.

Change Access

Figure 10: Change Access link

18
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4. Sign Off

ACQ Now CL hosts personal data on Training Managers, Students and their Supervisors.
Maintaining the confidentiality of this data is an on-going responsibility of all users of ACQ
Now CL. Every window provides ready access to the Sign Off link. All users are advised
to Sign Off from the system if they are away from their workstation for any period of time.

1. Sign Off immediately closes your access to ACQ Now CL. Where appropriate, you
should ensure that changes made to the last window you were working on are
saved to the system before you Sign Off. This may be done by clicking on a
Submit, Update, Continue, or other action button at the bottom of a window.
Action buttons are recognizable by their red rectangular background (see Figure 11
for an example.)

| Submit |

Figure 11: Example of an action button

2. Click on the Sign Off hyperlink from Training Managers (see Figure 12).

Training Managers

Sign In

Change Access
Siggn Off

ACCess

Figure 12: Training Managers menu with Sign Off highlighted

3. Access to ACQ Now CL is terminated and confirmation is given in a system
message (see Figure 13)

Microsoft Internet Explorer x|

) E ‘fou have been successfully Signed off,
L

Figure 13: Sign Off confirmation message
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5. Request Training Manager Access

Overview: Creating a CL event is a 3 step process, and normally takes less than 5
minutes.

% Step 1 — define the event — provide the event name, description, CEUs/CLPs

% Step 2 — schedule the event — specify date(s), time(s), location, building, and
room number.

% Step 3 — open the seats — so students may apply by adding quotas.

1. To request access as a Training Manager, click on the Request Training Manager
Access link (see Figure 14).

Training Managers

Reguest Training Manager
Access

L = |
Figure 14: Request Training Manager Access link

2. The Request Training Manager Access form opens (see Figure 15).

ACQ N or Continuous Learning Events

Request Training Manager Access

Sign In
Please complete the form belowe and we will cortact you shortly.

Change Access
Sign Off

Reqguest Training Manager
Access

Catsiog Management |

Create CL Events

Schedule Event Times and

Locations || Morth v || Day % | | Year W | || |
Edit Event Descriptions : ]

gdo'ri:i\-'erd guatas, schedules

Figure 15: Request Training Manager Access Form

3. Complete the request form by adding your name and your email address. Also
check that your SSN (Social Security Number) and DOB (Date of Birth) are shown
correctly. These fields will be used as authentication during the Sign In process.
When the form is complete, submit your request by clicking on the red Submit
Request button. A confirmation message displays to confirm your training
manager profile has been created (see Figure 16). You will be contacted with
instructions on how you may access your account.

20
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ACQ NOW for Continuous Learning Events
Training Manager Access Request Confirmation

Main Menu

Sign In

Change LAccess
Sign Off

Reqguest Training Manager
Access

Catsog Management |
Create CL Everts

Schedule Evert Times and
Locstions THIS WEBSITE IS FOR OFFICIAL USE ONLY - Click here to wiew Privaey and Security Motice.
Edit Event Descriptions

You have successfully established a training manager profile.

Questions? Problems? Suggestions? Pleaze email us now.

Figure 16: Training Manager profile confirmed
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6. Create CL Events

New Events are continually being added to the ACQ Now CL catalog. In order to publicize
and then manage new Events, they must first be entered in the system and a Registrar or
Training Manager may be tasked to do this. This Chapter explains how an Event may be
created, along with accompanying details regarding its location, enrollment protocols,
resulting CL points, and other associated details.

A new Continuous Learning Event should take less than 5 minutes to create in ACQ Now
CL.

1. First Sign In to the ACQ Now CL System.

2. From Catalog Management click on the Create CL Events link (see Figure 17).

Create CL Events

Figure 17: Create CL Events link

3. The Create CL Events window displays (see Figure 18).

22
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ACQ NOW for Continuous Learning Events

Main Menu

Training Managers Create CL Events

Sign In

Change Access Fill out the fields below to add a new event. Fields in italics are required.
Sign Ot Click the "Add This Event' button to add the ewent, you will then be able to schedule

= locations for this event.

Fecuest Training Manager

ACCESS

Training Manager List

Catalog Management Event Name*

Create CL Everts Event Description

Schedule Event Times and (2000 chavacter limith

Lo ations

Edit Event Descriptions

Edit Event quotas, schedules,

POCs

Event Management Check Spelling

Frocess Applications

X Event Tipe* | R |

Process Cancellations

Process Transfers Fuent Providert | ACGQ Mowy (standard catalog) W |

hanzge WWslk-inz Event Evaluation Template | Mo Evalustion Recuired v | Wigw Evalustions
Fozters

5555577777 |Refresher Course Mo w

Student Management.

Search or Sign in as Studert Lelin/CEi CENR3 Mo |

Event MAttendance Report Event URL |hﬂp:n’

iew Student CL History Target Audience

hanage CL Periods (500 character limit)

Student Profile

herge Student Data Course Tipe® ~

Reports

Course Mumber I:I

(CL Participation Repoarts

Individual CL Histary Civilian PDS Code l:l

Evert Reports Military PO Code |:|

Quarter Hours ICI

Buildd @ List

Ecit a List el o |

Send & message CL Pointst |:|
C ... [

A0 Mowe Help Desk

F CL Policy Cutoff Waits* D days before start of event

FAGQs Ewvert Remarks

Cwick Start Guide for Training (2000 charscter limit)

Managers

Llzer hanual

Frivacy Statement Sheskisaeling

CAC Instructions Registrar Access

hiore Information * denates a required field

Add This Event

ACQ Nowy for DAL

ACG Mowy for Certification
(coming soon) Questions? Problems? Suggestions? Please email us now.
Acouiztion Career Home Page

4 g THIS WEBSITE IS FOR OFFICIAL USE OMLY - Click here to wiew Privacy and Security Motice.

SO S-Acquisition Career
hManagement System

Figure 18: Create CL Events window

4. Enter the new Event’'s name in the Event Name text box. NOTE: All fields labeled
in italicized font must be complete before the form will be accepted.

5. Enter the Event description in the Event Description text box. The length of this
description is limited to 2000 characters. The description should inform
prospective students about the objectives, content and purpose of the Event.
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10.

11.

12.

13.

14.

15.

16.

You may check the spelling of your Event description by clicking on the Check
Spelling button. Words which may be misspelled are identified in a new pop-up
window with suggested corrections. You may select the correct spelling or add new
words to the system dictionary as appropriate.

In the Event Type field select the appropriate type of Event from the drop-down
list.

In the Event Provider field select the appropriate provider from the drop-down
list.

The Event Evaluation Template refers to the type of evaluation that will be given
at the end of the Event. From the drop-down box choose the evaluation method
best suited to the Event. To browse the evaluations that are available, click the
View Evaluations button. Your Event may not require an evaluation, in which
case the default of No Evaluation Required will apply and you need take no
action. If an evaluation is selected, students will be required to complete the
evaluation before receiving a course completion certificate.

For Refresher Course you should indicate whether the Event is a refresher course
or not by selecting from the drop-down menu.

Learn.com is a course delivery system used mainly by the Air Force Institute of
Technology (AFIT). If the Event or course is to be delivered as a Learn.com
Course, Yes should be selected from the drop-down menu and the URL for the
course entered in the Event URL box. If Learn.com is not involved, select No
from the drop-down menu and leave the Event URL box blank.

The Target Audience box allows up to a 500 character description of the student
population the event is designed to benefit. This description assists students make
an informed choice about the most appropriate Events to attend.

The Course Type field is a required field. Determine which option to select based
on whether the course is Centralized, Command Unique or Web Based.
Centralized means the training is available to anyone. Travel funds are normally
NOT provided. Command Unique means the course is geared to a specific group,
such AFMC Annual 1449 Training or 17" CONs Source Selection Training. Web
Based means the course is taken on the web, and is normally self paced. It may
be centralized or command unique.

If the course has been given a reference or other identifying number it should be
entered as the Course Number. Similarly, Civilian PDS Code and/or Military
PDS Code information should be added in the corresponding box(es).

If the Event qualifies for academic credit measured in Quarter Hours, the number
of Quarter Hours should be entered here. Ten (10) Continuous Learning Points
(CLP) are awarded for each Quarter Hour attained on academic courses.

If the Event qualifies for Continuing Education Units (CEUs) the number of CEUs
associated with successful completion of the course should be entered in the CEUs
box. Again, Ten (10) Continuous Learning Points (CLP) are awarded for each CEU.
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17

18.

19.

20.

21.

.The CL Points is a required field. The number of points associated with successful

completion of the course should be entered in the CL Points box. Guidance on
crediting CL points is available from the Acquisition Career Home Page, a link to
which is in the Links section of the main menu.

The Allow Waits is a required field. If students are to be added to a waiting list
once an event is full. Yes should be selected from the drop-down menu; if not,
select No.

Cutoff Waits is a required field and refers to the number of days before an Event
when attendance will be confirmed. Prospective students on a waiting list will not
be accepted after this date and the attendance list will be considered closed.

The Event Remarks box allows comments about the Event to be added to provide
additional information. The Check Spelling option (described earlier in Paragraph
6) also is available here.

Click on the Add This Event button to add the Event to the catalog. The
Schedule Event Times and Locations window opens (see Figure 19).
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Main Menu

ACQ NOW for Continuous Learning Events
Schedule Event Times and Locations

Training Managers

Sign In

Change Access Fill aut the fields below to schedule this event. Fields in italics are required.

Sign Off Click the 'Update Schedule' button to schedule the event, you will then be able to add quotas for this
— location.

Request Training Manager

Access

Training Manager List

Catalog Management Event Name* AQ AFZ02 Aweareness hd
Creste CL Events Lacation Host SAFIAQ ~|

Schedule Event Times and i
Location Natme* | SAFTAS Conference Center v |

Locations

Edit Event Descrigtions Select from the list above, or enter & new location below,
Edit Event quotas, schedules, | |

POCs Street Addresst 1560 Wilson Blvd., Suite 400

Event M ement
Process Applications -
Process Cancellstions ciy
Process Transfers Sitgtet WA W

Rozters

Student Management Building | |
Search or Sign in as Student Foom |:|

Event Attendance Report L U |hﬂp:.f.l’ |

“iew Student CL Histary

Manaoe CL Periods Offering Mumber | |

Student Profile Event Group

Merge Student Data

g o Start Date* fug  v20 w2007 v | g (09 %00 % hres (time not requiresd)
po

e —e— = B0 g w20 | 2007 v 17 v |00 v i i
CL Participation Reports it et g at : hrs dime not recuired)

Indlivichual CL Histary Minimem Capaciy®
Event Reparts

Mailing List
Build & List
Edit @ List POC Emai* |aﬂassup@asmr Com |

Send a message . (I:b l:l ] l:l ex.tll:l
hm POC DSN L Jeal

AF CL Palicy POC Fax (I:b l:l _ l:l

Mazirurn Capacibh®

POC Namet |dim Jones | [_cet Poc Data

IFEs Location Remarks

Guick Start Guide for Training (5000 character limit)

Managers

Uzer Manual -
Privacy Statement Check Speling

CAC Instructions Location Cost l:l dollars
piotelitornation * denotes a required field
ACE Moy for DAl Update Schedule

ACGE Movy for Certification
[coming soon)

Questions? Problems? Suggestions? Please email us now.,
Acguisition Career Home Page
ACMS-&couistion Career THIS WEBSITE IS FOR OFFICIAL USE ONLY - Click here to wiew Privacy and Security Notice.
hanagement System

Figure 19: Schedule Event Times and Locations window

22.For Event Name, select the name of the Event you wish to schedule from the
drop-down menu.

23.For Location Host, select from the drop-down menu the name of the host
organization that is to accommodate the Event.
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24,

25.

26.

27.

28.

29.

30.

31.

32.

33.

34.

35.

36.

For Location Name, select the place where the Event is to be held from the drop-
down menu of available locations. If the location is being used for the first time,
select “New” as the Location Name and enter the name of the new location in
the box provided.

In the next four boxes, add the required Street Address, City, State, and Zip
Code of the location. If you know the Building and Room where the Event is to
be held, these should be added in the two text boxes that follow.

For Courses that are web-based, a URL should be added in the Location Url box.

For Offering Number, complete as appropriate.

Event Group (This feature is under development and scheduled for
implementation later. This field should be left blank).

In the Start Date pop-up boxes, select the date and time when the Event is
scheduled to run (see Figure 20). Note: although a date is required, the time is
not.

Start Date* Morth || Day W || Year ¥ o i |B ¥ hrs (time not recuired)

Enct Date* Morth % || Day % | Year % | at Wi (B ¥ |brs (time not requirecd)

Figure 20: Date/Time fields

In the Minimum Capacity text box, enter the minimum number of students
necessary for the class to take place.

In the Maximum Capacity text box, enter the maximum number of students
allowed.

In the POC Name field click on the Get POC Data button. The POC Listing
window opens. Here, you may search for POC (Point of Contact) by First Name
or Email. When you find your POC, click on the name and close the POC Listing
window. Notice that the POC Name text box and the POC Email text boxes have
been automatically populated with the selected POC’s name and email address. If
there is no POC listed, you may add one here.

The Location Remarks box allows comments about the location to be added to
provide additional information for the benefit of attendees. The Check Spelling
option (described earlier in Paragraph 6) is also available here.

In the Location Cost box, insert the cost of using the location for this Event if the
cost is known.

Select the Update Schedule button.

The Update Scheduled Continuous Learning Event window opens to confirm
Schedule successfully updated. Details of the Event may be corrected or
updated from this window. If changes are made, click the Save Changes button
at the bottom of the window.
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37.

38.

39.

40.

An Event is not complete until a Quota Management value is assigned to it.
Along with the minimum and maximum number of students needed to make the
Event viable, a quota value indicates the ideal number of students for whom the
Event was designed. When first entered into ACQ NOW CL, a quota value is
referred to as the OrigQta (Original Quota). Later a subsequent value (CurrQta
or Current Quota) may be added if it is determined later that the Event is better
suited to a different number of participants than first entered as the OrigQta.
Both the OrigQta (Original Quota) and the CurrQta (Current Quota) are useful
indicators to users who apply for and manage Event registrations. An original
quota value must be assigned to an Event after it is first created in order for that
event to appear in a Catalog(s). If no quota value is assigned, students who use
the Catalog(s) will not be aware the Event exists.

To assign an OrigQta (Original Quota) to a new Event, you must select either Edit
Event Descriptions or Edit Event quotas, schedules, POCs from the main
menu. The Catalog Management — Main Menu window opens (see Figure 21).
Select the Event you wish to manage from the Catalog Main Option List and the
Action you wish to take as Quota Management. Click Continue.

ACQ NOW for Continuous Learning

Catalog Management - Main Menu Use the drop down
Signin _ _ menus to select an
Change Access Fill out the fields below and select an action to perform.

e To search an all criteria, leave that field blank. Event whose Quota you
Request Training Manager i

Access Catalog Main Option List WI s h to m a n ag e
Catalog Management Event Provider v ’

Creste CL Bverts Evenrt Group | Please select an evert provider | /

Schedule Event Times and

Locations Eveptitlane b

EcilEzeqtiDesenptions Location Status @ current: O Canceled: O Al

Edit Event quotas, schedules, i

POCE Location Mame v |

Process &pplications Start Date Range Morth » |[Day ~|[vear v 1o [Morth v |[Day v |[Year »|inciusive)

Process Cancellations

Process Transfers Select an action to perform from the list below:

Manage Walk-ins
Rosters

Student Management AddiEdit Event E
Search or Sign in as Student gddETT Sc:tgdule
ancel Locstion
Guots Management Se I eCt Q U Ota

Management then
click Continue

Figure 21: Catalog Management - Main Menu

The Catalog Management — Quota Management window opens.
Registrars/Training Managers may enter an OrigQta or a CurrQta from this
window (see Figure 22). An OrigQta may only be entered once (following the
creation of an Event), after which the option exists to update the CurrQta (which
takes the OrigQta as its starting value). Note that both quota values must fall

between the Min and Max values for the Event. A light blue box ) indicates a
quota value that may be updated (see Figure 22).
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ACQ NOW for Continuous Learning Events
Catalog Management - Quota Management

Main Menu

Training Managers

Sign In
Change Access Ta modify an event, click on the event name in the list below. Ta modify a location, click an the
Sign O narne of the location you wish to modify. To add quotas to an event, enter the quota amount into the

boxes for that location and click on the Update Quota(s)' button at the bottom of the page. The

(A eI =g guotas will be immediately updated. To jump to an event or location roster, click on the appropriate

Aocess

I8 button. To cancel an event or location, click on the appropriate EE button.

WG - EvertiLocation Roster  BEM - Cancel EvertlLocation

Create CL Events

Schedule Event Times and

Locations

Edit Event Descriptions

Edit Event quotas, schedules, Location Mame Start Date | End Date Min | hax | CrigGta | Currcta | Res |Waits | Cancel | Pend | Svail

POCs

e - ﬂﬂé:;nmw 01 Jun 2007 |02 Jun 2007 | 7| 15 10 ol o ol o 7
anageme GUOh

Process Applications [ B |Echwards AFB CA |16 Jun 200718 Jun 2007 | 12| 15 12 of o o o 12

Frocess Cancellations i

S (R C| 27?"3 MOrthan &7 o5 .y 2007 |24 Ju 2007 D 0# 0 ol o o

Manage Walk-ins

Fosters
Student Management
Search or Sign in as Student N ew EVE nt Update Quota(s)

requires OrigQta Existing Event permits

CurrQta to be updated

Figure 22: Setting Quotas

41. Click Update Quota(s) to save your changes.




ACQ Now CL & AFIT Now Training Manager User’s Guide — October 07

7. Scheduling and Changing Event Times and Locations

Changing circumstances and/or priorities may result in the need to revise an Event or the
administrative arrangements supporting it. This Chapter explains how revisions to an
Event’s time and location are managed in ACQ Now CL.

1. First Sign In to the ACQ Now CL System.

2. Click on the Schedule Event Times and Locations link under Catalog
Management. (see Figure 23).

Catalog Management

Schedule Event Times and
Locations

Figure 23: Schedule Event Times and Locations link

3. The Schedule Event Times and Locations window opens (see Figure 24).
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ACQ NOW for Continuous Learning Events
Schedule Event Times and Locations

Training Managers

Sign In

Change Access FiI_I out the fields below to schedule this event. Fields in stalcs are required. _

Sign Off Click the 'Update Schedule' button to schedule the event, you will then be able to add quotas for this
= location.

Request Training Manager

ACCess

Training Manager List

Catalog Management Evvent Name* AC AFS02 Aweareness hd

Create CL Everts Lacation Host SAFIAQ v
Schedule Event Times and i

Location Mame*
—, SAFTAS Conference Center hd |
A e Deei s |Se|ec,1 from the list above, or erter & new Ioca{ilon belowy
Edit Event guotas, schedules,
FeEs St AiEes [1560wison Bivd., Suite 400 |

Euerlt Management | |
Process Applications )

Process Cancellations City __Rosslyn

Process Tranzfers State* | [ |

hanage Walk-ins Zip Coder I:l ]

Rosters

Student Management [BUIERE) | |
Search or Sign in as Student Room I:I

Event Attendance Report

Lacation Ul |tecir |
Wieww Student CL History
Manzge CL Petiods Offering Mumber | |
Studert Profile Event Group v |

herge Student Data
g: Start Date* Aug |20 w2007 v gt |09 % |00 % |krs (time not reguired)
Reports
En Date* A W20 w2007 W 17 %[00 i i
CL Participation Reports oot Ll g st : hrs (time not reguired)
Individual CL History Minimum Capaciy®*

Evert Repart:
PENS S Mazirurn Capacity®
Mailing List
- | R -
STaLE POC Name |dim Janes | [ @etPocData
Edit & List POC Emai |aﬂassup@asmr .Com |

Send & message e —— (I:b l:l ] l:l ejd_l:l
hm POC DSN L Jeal

AF CL Palicy POC Fax (D l:l _ l:l

FAEs Location Remarks

Guick Start Guide for Training (5000 character limit)

Managers

Uzer anual -
Privacy Statement Check Speling

CAC Instructions Location Cost I:l dollars

More Information
ACE Moy for Dal Update Schedule

A Moy for Certification
[coming soon)

* denotes g required field

Questions? Problems7 Suggestions? FPlease email us now,

Acouisition Career Home Page
ACMS-Acquisition Career THIS WEBSITE IS FOR OFFICIAL USE ONLY - Click here to view Privacy and Security Notice,
Management System

Figure 24: Schedule Event Times and Locations window

4. Select from the drop-down menus the Event Name, Location Host, Location
Name and the State where the Event is to be held. Then add all additional
information related to the Event’s location in the corresponding text boxes. Note
that text boxes labeled in italics (and sometimes referred to as “fields”) must be
completed with valid information. The Location Url text box should be completed
where the Event is to be web-based.
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From the Start Date drop-down menus, select a date and time the Event is to start
(see Figure 25). From the End Date drop-down menus, select a date and time the
Event is expected to finish. Note: although dates are required, times are not.

Stat Date Morth || Day % || Year % | at i B * |hrs (time not required)

Enet Date* Morith % || Day % | Year | o (B ¥ bre (time not recuired)

Figure 25: Date/Time fields

To complete the POC Name field, click on the Get POC Data button. The POC
Listing window opens. Here, you can search for POC (Point of Contact) by First
Name or Email. When you find your POC, click on their name and close the POC
Listing window. Notice that the POC Name and POC Email text boxes have been
automatically populated with your POC’s name and email address.

Enter any Remarks relevant to the Event’s scheduling then click the Update
Schedule button.
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8. Edit Event Descriptions

Changing circumstances and/or priorities may result in the need to amend the course
catalog. This Chapter explains how this may be done.

1. First Sign In to the ACQ Now CL System.

2. Click on the Edit Event Descriptions link (see Figure 26).

Catalog Management

Figure 26: Edit Event Descriptions link
3. The Catalog Management - Main Menu window opens (see Figure 27).

ACQ NOW for Continuous Learning Events Main Menu

Catalog Management - Main Menu

Fill aut the fields below and select an action to perform.
To search on all criteria, leave that field blank.

Ewvert Provider | w |

Evert Group | Fleaze =elect an event provider |

Evert Mame | v
Locstion Status @ currert: O Canceled: O Al

Locstion Mame | - |

Event Type | w |

Start Dete Range | harth || Day » || Wear W | To | harth || Diay | » || Wear W |(inclu3ive)

Select an action to perform fram the list below:

action | | v

Figure 27: Catalog Management - Main Menu window

4. ldentify the course to be edited by completing the fields in the Catalog Main
Option List. Use the drop-down menus to select a course name, location and
other details. At a minimum, the Event Provider and an Event Name or
Location Name is required.
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5. The Action field at the bottom of the Catalog Main Option List provides a choice of

6. Select an

four actions related

®,

to the selected Event. The four Actions are:

% Add/Edit Event. This option allows you to modify an existing event or
create an entirely new one. If you choose to create a new event you

must select —-New Event—- the first option offered in the Event Name
drop-down menu. Creating a new event in this way is an alternative to

selecting Create CL Events under Catalog Management. For

guidance on creating a new Event, see Page 22.

e

%

X3

*

D3

Quota.

®,

Add/Edit Schedule. For changes to Events already scheduled.
Cancel Location. Cancels an Event scheduled for a given location.
» Quota Management. Enables changes to be made to the Current

Action and click Continue to open an appropriate window as follows;
% Add/Edit Event. Takes you to the Modify Continuous Learning
Event window (or if you selected ——New Event—- to the Create CL

Events window). See Paragraph 7 of this chapter.

Schedule window. Skip to Paragraph 10 of this chapter.

% Cancel Location. Takes you to the Catalog Management — Event

Schedule window. Skip to Paragraph 10 of this chapter.

% Quota Management. Takes you to the Catalog Management —
Quota Management window. Skip to Paragraph 14 of this chapter.

% Add/Edit Schedule. Takes you to the Catalog Management — Event

7. Events are edited in the Modify Continuous Learning Event window (see Figure

28).

ACQ NOW for Continuous Learning Events Main Menu

Modify Continuous Learning Event

Event Name*

Fill aut the fields below to modify this event. Fields in falics are required.
Click the 'Save Changes' button to save your changes.

Ajr Force Fundamentals of &cq. Mgmt (FAM 102

Event Description
(2000 character lmit)*

Provides studernts with an averviewy of the ertire weapon systems &
acouisition process, from reguirements identification through pre-
systems acquisition, systems acquisition, and sustainment.

Covers the entire acquisition process as outlined in key DOD-level
documents, with additional information on Air Force-specific
processzes and methodologies. Includes instruction on teaming,

ethicz, acquisition professional development program, and Usinga

Check Spelling

Event Typet

Continuing Education J Training (short courses)

Event Provider*

ACE Mo (standard catalog) W

Event Evalustion Template

Figure 28: Section of the Modify Continuous Learning window

el smn e s e,

Standard ACQNOW CL Evaluation w Wiewe Evaluations

T e S e e T £ AT Dy B

8. Make changes to the existing event and then click on Save Changes.

9.

If you chose —New Event—- from the Catalog Management — Main Menu, you

will see a blank version of the Modify Continuous Learning Event form which
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will be titled Create CL Events. Add details of the new Event (see Page 22) and
click on the Add This Event button when complete.

10. Event and Location schedules are edited from the Catalog Management — Event

11.

12.

13.

14.

Schedule window (see Figure 29).

ACQ NOW for Continuous Learning Events m

Catalog Management - Event Schedule

To modify an event, click an the event name in the list below. To maodify a location, click on the
name of the location you wish to modify. To schedule a new location, click where it says 'Click Here
to schedule a new location' at the bottom right of the page.

2] - modify Guotas for an Event or Location
L - Jump to an Evert or Location Roster

K5 - cancel s Location

BEN - &0 | Mew Schedule for the Same Locsation

Ewvent Type = its Allovwed

O3 Y [Course of Action  |Experiential and Development Assigniments

Lacstion Mame |Street  |cty  |Stete |Bullding [Room |OTM oo pate  |EndDste | -OCFHOD
Mumber Status
B0 0¥ | A5M Research 3025 fairfax WA 02 baw 2006 |09 Mow 2006 | Current
[C N harmaker
0 C¥ | MGE - Mational |13 blah west | AE AT Apr 2007 |23 Jul 2007 | Current
LT (Guard Bureau  |blah balh

Click Here to schedule a new location

Back to Event Listing | Catalog Main Menu

Figure 29: Catalog Management — Event Schedule window

Changes are made to existing schedules using the colored icons and hyperlinks
available in this window. Available changes are explained below.

To modify an Event, click on the hyperlink under Event Name — this will take you
to the Update Scheduled Continuous Learning Event window.

To modify a location, click on the name of the location you wish to modify from
those listed under Location Name. Where there are multiple entries for the same
location, be sure you edit the correct Event by cross-referencing with the date of
the Event listed under Start Date and End Date.

To modify quotas for an event or location, click on the .| icon to the left of the
Location Name (see Figure 29). Clicking this button takes you to the Catalog
Management — Quota Management window (see Figure 30) where you can
adjust Current Quotas (CurrQta). Click the Update Quota(s) button to save
changes. Clicking on the Click Here to schedule a new location hyperlink
towards the bottom right of the window takes you to the Schedule Event Times
and Locations window (see Page 25)
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s NOW for Continu earning Events Main Menu

Catalog Management - Quota Management

Ta madify an event, click on the event narme in the list below. To modify a location, click an the
narne of the location you wish to modify. To add quotas to an event, enter the guota amount into the
boxes for that location and click on the 'Update Quaota(s)' button at the bottorn of the page. The
guatas will be immediately updated. To jump to an event or location roster, click on the appropriate
W button, To cancel an event or location, click on the appropriate buttan.

WG - EventAocation Roster - Cancel Event/lLocation

Event Mame

Update Guotafs)

Figure 30: The Catalog Management — Quota Management window

15.To jump to an event or location roster click on the &Ll icon closest to the Event
Name you’re interested in. The Student Roster for that course will display and
allow you to view individual student applications.

16. To cancel a location click on the appropriate IEl icon closest to the Event Name
you're interested in. The Cancel Continuous Learning Location window opens
(see Figure 31). Remarks entered in the Text box will be forwarded by email to
students with a reservation, wait or pending application. Click the Cancel
Location button at the bottom of the window to complete the cancellation process.
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ACQ NOW for Continuous Learning Events Main Menu

Cancel Continuous Learning Location

You have indicated you wish to cancel Air Force Fundamentals of Acg. Mgmt
{(FAM 102) at AFITIResearch Park

There are currently 1 reservation(s), 0 wait(s) and 0 pending applicationis) for this location.
These students will be autoratically cancelled. Click Here to review these application(s].

Flease enter any remarks you would like added to the student notification: [optional - T000 character
I

Thiz course i cancelled due to an unavoidable conflict. | will be rescheduled later this

vear. Please check the catalog for futher announcemerts.

Check Spelling

Once you have verified the above information, click the 'Cancel Location' button to cancel this
location.

Cancel Location

Figure 31: Cancel Continuous Learning Location
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o. Edit Event quotas, schedules, POCs

Changing circumstances and/or priorities may result in the need to revise an Event or the
administrative arrangements supporting it. This Chapter explains how revisions should be
managed in ACQ Now CL.

1. First Sign In to the ACQ Now CL System.

2. Under Catalog Management click on the Edit Event quotas, schedules, POCs
link (see Figure 32).

Catalog Management

Edit Event quatas, schedules,
POCs

Figure 32: Edit Event quotas, schedules, POCs

3. The Catalog Management - Main Menu opens (see Figure 33).

ACQ NOW for Continuous Learning Events Main Menu

Catalog Management - Main Menu

Fill out the fields below and select an action to perfarm.
To search on all criteria, leave that field blank.

Ewert Provider | “ |

Evert Group | Please select an event provider | % |

Evert Mame | w
Location Status @ currert: O canceled: O Al

Location Mame | b |

Event Type | - |

Start Date Range | Month || Day » || Wear W | To | Month || Dy w || Wear W |(inclusive)

Select an action to perform from the list below:

action | | v

Figure 33: Catalog Management - Main Menu window

4. Regardless of whether you wish to modify a Class Quota, Schedule or POC, first,
identify the Event you wish to modify using the drop-down menus under Catalog
Main Option List. Don’t worry if you are unable to complete all the text boxes as
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the system will search for your Event provided you can provide either the Event
Name or the Location Name. If you have additional information you may add it
to narrow the search.

To modify Class Quotas make your selection under the Catalog Main Option
List, then select Quota Management from the Action drop-down menu at the
bottom of the window. Click the Continue button (see Figure 34).

Select an action to perfarm from the list below:

Action w

AdeEdit Evert
AdcEdit Schedule

Cancel Location

—_—|

A Sugqgestions® Pleaze email us nom.

Figure 34: Action drop-down menu with Quota Management selected

The Catalog Management — Quota Management window displays (see Figure
35). Here you can adjust Current Quotas (CurrQta). Click the Update Quota(s)
button to save changes. Clicking on the Click Here to schedule a new location
hyperlink towards the bottom right of the window takes you to the Schedule
Event Times and Locations window (see Page 25)

) NOWV for Continuous Learning Events Main Menu

Catalog Management - Quota Management

Ta madify an event, click on the event narme in the list below. To modify a location, click an the
narne of the location you wish to modify. To add quotas to an event, enter the guota amount into the
boxes for that location and click on the 'Update Quaota(s)' button at the bottorn of the page. The
guatas will be immediately updated. To jump to an event or location roster, click on the appropriate
W button, To cancel an event or location, click on the appropriate buttan.

WG - EventAocation Roster - Cancel Event/lLocation

Event MName Ewvert Type

rd

Figure 35: The Catalog Management — Quota Management window

7. To modify a Class Schedule make your selection under the Catalog Main

Option, then select Add/Edit Schedule from the Action drop-down menu at the
bottom of the window. Click the Continue button (see Figure 36).
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=elect an action to perform from the list below:

Action

AcddEdit Schedule W

A dd/Edit Event

AddEdit Schedule
Cancel Location k
uota Management

pblem="? Suggestions? FPlease email us now.

Figure 36: Action drop-down menu with Add/Edit Schedule selected

8. Event and Location schedules are edited from the Catalog Management — Event
Schedule window (see Figure 37).

ACQ NOW for Continuous Learning Events Main Menu

Catalog Management - Event Schedule

To modify an event, click on the event name in the list below. To modify a location, click on the
name of the location you wish to modify. To schedule a new location, click where it says 'Click Here
to schedule a new location' at the bottomn right of the page.

] - modify Guaotss for an Event or Location
L - Jump to an Event or Locstion Roster
5N - cancel a Location
BEN - 0 5 Mewy Schedule for the Same Location
Event MName Event Type ,_
QIR Air Force Fundamentals of Acg. Mot |Continuing Education § Training btk o a5 Al
=" (Fam 10z (short courses)
Location Mame | Street City State | Building |Room |21 | siort Date  |End Date | —oCotOn
Mumber Statuz
1 68 | AFITResearch (3100 Hettering |OH 11 Jul 2004 |28 Aug 2004 (Current
3 1 |Park Research
Blclw Pod 3
&1 Gl | AFITResearch (3100 Kettering | OH 03 Aug 2004 (20 Aug 2004 | Current
= 1 |Park Research
Blvel Pod 3

9. Changes are made to existing schedules using the colored icons and hyperlinks

Figure 37: Catalog Management — Event Schedule window

available in this window. Available changes include:
10. To modify an event, click on the hyperlink under Event Name — this will take you
to the Modify Continuous Learning Event window.

11. To modify a location, click on the name of the location you wish to modify from

those listed under Location Name. Where there are multiple entries for the same

location, be sure you edit the correct Event by cross-referencing with the date of
the Event listed under Start Date and End Date.
12.To cancel a location click on the appropriate E& icon closest to the Event Name

you're interested in. The Cancel Continuous Learning Location window opens

(see Figure 38). Remarks entered in the Text box will be forwarded by email to
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students with a reservation, wait or pending application. Click the Cancel
Location button at the bottom of the window to complete the cancellation process.

13. To modify a POC make your selection under the Catalog Main Option List, then
select Add/Edit Schedule from the Action drop-down menu at the bottom of the
window. Click the Continue button.

14.POC details are edited by first clicking on the venue for an Event as it appears in
the Location Name column (see Figure 38).

AFITResearch
Park

Figure 38: Catalog Management — Event Schedule window

15. The Update Scheduled Continuous Learning Event opens. Towards the
bottom of this window are displayed details of the current Point Of Contact (POC)
alongside the Get POC data button (see Figure 39).
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POC Name*

|sheila Coin | [ Get POC Data

POC Emall

|sheila.cDin@pentagDn.af.mil |

PC Phone

POC DEN

Figure 39

- Teal

: Update Scheduled Continuous Learning Event window
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16. Click on the Get POC Data button (see arrow at Figure 39). The POC Listing
window opens. Here, you can search for POC (Point of Contact) by First Name or
Email. When you identify a replacement POC, click on their Name and then close
the POC Listing window. Notice that the selected POC's data has automatically
been entered in the POC-related text boxes (see Figure 40). Click on the Save
Changes button at the bottom of the window.

Bob Jones
Candace Bark

Figure 40: POC Listing automatically populates Update Scheduled
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10. Process Applications

This Chapter explains the Event application process and the roles played by Students,
Supervisors and Training Managers in completing it.

1. First Sign In to the ACQ Now CL System.

2. There are three steps required to complete an application. In turn, these involve
the Student who enrolls for an Event; his/her Supervisor who approves the
application; and the Training Manager who accepts the application. A successful
application follows this sequence:

KD
£

One or more students enroll for an Event.

Once a student enrolls for an Event, an email is sent to his/her Supervisor. The
Supervisor must approve the enrollment and forward the application to a
Training Manager.

% The Training Manager must next approve the application. Students appear on
the Roster only after both their Supervisor approves and the Training Manager
accepts their application.

X3

8

7
*

3. To accept a Student’s application, under Event Management click on the Process
Applications link (see Figure 41).

Event Management

Process Applications

Process Transfers

Manage YWalk-ins
Rosters

Figure 41: Process Applications

4. The Retrieve Continuous Learning Applications window opens (see Figure
below).
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Retrieve Continuous Learning Applications

Fill out the fields below to retrieve applications. Fields in italics are required,
Click the 'Get Applications' button to retrieve applications that match your criteria.

Training h

Event Provider

¥
Event Group | Fleaze select an event provider |
Ewvert Mame Hold down 2Ctrl= to select muitivle events
ACAT Categaries |

Access Management ]
Activity Based Costing
Activity Based Costing (FIM 160)

Ady Acg & Sustainment Momt Course (S%'S 400) bl
Start Date Range 'sep v|[2r w2006 v 7o [Sep w30 w2006 |(nciusive)
Prioeib® 1 2 5

Supenisor Status® [ rending 2pproved [ cancelled [ Disapproved

Registration Status® | [¥]pending [|Reservation [ |wiait [ ]cancelled [ Dizappraved

Studeri(s) @a Ossn| | Ovestrame | |
* depotes a required field
Get Applications

Figure 42: Review Continuous Learning Applications window

5. Use the Event Provider and Event Name drop-down menus, to select the Event
you are interested in. Since there may be many classes with the same Event name
and provider, you can narrow your search by selecting a date range in the Start
Date Range drop-down menus and To Date Range drop-down menus. Notice in
the figure above that the Supervisor Status is Approved (denoting that only
those applications approved by a Supervisor will be retrieved), and the
Reservation Status is Pending (denoting that only those applications awaiting
your approval will be retrieved). Click on the Get Applications button.

6. The Continuous Learning Applications window opens (see Figure 43).

Jones
Bok

Figure 43: Continuous Learning Applications window

45



ACQ Now CL & AFIT Now Training Manager User’s Guide — October 07

7. Under the Name column, click on the name of a student whose application you
wish to review (see highlighted area in Figure 43).

8. The Process Student Application window opens (see Figure 44).

ACQ NOW for Continuous Learning Events
Process Student Application

Main Menu

Training Managers

Sign In
Changs Access Rev_iewthe application below and select an appro\f_al status at t_he bottorn of the applica!tion. It is also
S advised that you enter any comments you would like included in the student's application
ign O f R R L
o confirmation. When you have selected a status, press the 'Process Application’ button,
Request Training Manager
Access

Training Manager List

Catalog Management

Create CL Events Event: A0 AFSO2T Aweareness Location: SAFTAS Conference POC: Sheila Coin

Schedule Event Times and Training Certer POC Phone: (703) 253-5628 ext 000
Locations Event Host: SAFIAG City: Rosslyn  State: WA POC Fax:

Edit Evert Descriptions Course Type: C Start Date: 1/3/2007 POC Email:

Edlit Event quatas, schedules CL Points: 2 End Date: 1/2/2007 sheila coin@pentagon af.mil

FEEs Student Information

EuEntMineREment SSM: 463-55-5555 Hame: Jones, Bob Gender: FEMALE

Giocesslanplications Pay Plan: Y2 Pay Grade: 03 Civilian Job Series: 1102

Process Cancellstions

dent Comments

Process Transfers

Organization: LETC - Randolph &FB
o Organization/Full Office Symbol: OFC SYMBOL
sters Duty Address: 3025 Hamaker Ct

Student Management City: Fairfax  State:Va  ZIP Codes: 22031

Manage Walk-ins

Search or Sign in &s Student Country Where Currently Located: UMTED STATES
Evert Sttendsnce Report Phone: (703) 645-0420

Wiewy Student CL History DSH Country Code:

hanage CL Periods DSH:

Studert Profile Fax:

Merge Studert Data Email: jsuri@@asmr .com

o ACO Level:
CL Paricipation Reports . ",
ACG Critical Position:
Incliviclual CL Histary

Event Reparts

Mailing List Supervisor: El Jeffe Dec 19 2006 2:23PM: Eligible for Suto Lpprove

. N Phone: (703) 645-0420
Buwild & Lizt

Edlit & List

ct Information

Email: atazsupi@asmr.com

Send & message

_ Priority: 3 Date Applied: 12192006 2:23:12 PM

Status: Comments: (timestamp is automatically generated  Current Location Statistics
ACE Mowe Help Desk - - = :
OReservation - 1000 character limit) Pri.1|Pri. 2 |Pri3 ), ) ’
AF CL Palicy Res |Res |Res Waits | Pending | Available
Owait
MEs Obi al ol 1 o 1 23
Giuick Start Guide for Training Disapprove -
Check Spelling
hanagers
User Manual

Privacy Statement Process Application

CAC Instructions

Figure 44: Process Student Application window

9. At the bottom left of the Process Student Application window the Status may
already be pre-filled when the window opens.

10. Current applications would not have radio buttons pre-selected and would appear
as in Figure 45.
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Status:
0 Reservation

Crvsit

0 Disapprove

Figure 45: Bottom of Process Student Application window

11. As a Training Manager you must decide if the applicant should have a placed
reserved (Reservation), be placed on a waiting list in the event a place becomes

available (Wait), or have his/her application disapproved (Disapprove). Click the
radio button that reflects your decision.

Figure 46: Reservation button

12. Lastly, click on the Process Application button. This action sends an email
notification to the student, notifying them of your decision. Confirmation that this
has happened appears in the Application Confirmation window which notes an
email has been successfully sent to the student (see Figure 47).
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ACQ NOW for Continuous Learning Events Main Menu

Application Confirmation

Jones, Bob has been assigned a RESERVATION for the event listed below

Application Confirmation

Application Date: 20 Dec 2006

Event: AC AFSO2 Aywareness Training
Location: SAFTAS Canference Center
City: Rozslyn

Start Date: 05 Jan 2007

End Date: 05 Jan 2007

- An email notification has been successfully sent to the student

Back to Applications | Training Manager Main MMenu

Figure 47: Application Confirmation window
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11. Process Cancellations

As a Training Manager, you have authority to approve or disapprove a student’s request to
cancel his/her attendance at an Event. This Chapter explains how to review the history of
a student’s Event application, how to cancel an application, and options for explaining and
forwarding your decision to the student.

1. First Sign In to the ACQ Now CL System

2. To process a cancellation request made by a student, click on the Process
Cancellations link from Event Management (see Figure 48).

Process Applications

Procezs Cancellations g

Process Transfers

Manage YWalk-ins
Rozters

Figure 48: Process Cancellation link

3. The Cancellation Requests window displays. In the Name column, click on the
student’s name link to review their application (see Figure 49).

ACQ NOW for Continuous Learning Events Main Menu

Cancellation Requests

Click the student's narme of the application you wish to review. Clicking on a column title will sort the
requests by that column

Mame |[==n riority || Status Startdate

TESTER, T T 27 Mar 2006

Figure 49: Cancellation Requests window highlighting Student Name link

4. The Process Student Cancellation Request window displays. This form records
a history of the student’s application, including comments made by the Student,
the Supervisor and the Training Manager. After reviewing the request, your option
is to either Approve or Disapprove the cancellation. You should indicate your
decision by selecting either the Approve or Disapprove radio button (see Figure
50).
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2 NOW for Continuous Learning Events m

Process Student Cancellation Request

Review the application below and select an approval status at the bottorn of the application. It is also
advized that you enter any comments you would like included in the student's email notification.
When you have selected a status, press the 'Frocess Request’ button.

Student Training Ap

Event Infarmation

Event: AC AFSO21 Awarengss Location: SAFTAS Conference POC: Sheila Cain

Training Center POC Phone: (7003) 253-5626 ext 000
Event Host: SAF/AG City: Rozzlyn  State: Y4, POC Fax:

Course Type: C Start Date: 1/8/2007 POC Email:

CL Points: 2 End Date: 1/52007 sheila.coin@pentagon.af mil

SSH: 463-55-5555 Hame: Jones, Bob Gender: FEMALE
Pay Plan: WA Pay Grade: 03 Civilian Job Series: 1102

Organization: AETC - Randolph AFB
Organization/Full Office Symbol: OFC SYMWBOL
Duty Address: 3025 Hamaker Ct

City: Fairfax  State: A ZIP Code: 22031
Country Where Currently Located: UNTED STATES
Phone: (703) 645-0420

DSH Country Code: Dec 20 2006 12 23PM: Schedule Conflict [l
DSH:
Fax: A

Email: jsuri@asmr .com

Contact Infarmatian

Supervisor: El Jeffe .
Phene: (703 645-0420
Email: david maddreli@asmr .com w

Status: Cancel Reason: Current Location Statistics
O Approve b Reservations Waitz  |Pending | Available
O Dizapptove 2 0 a 22
‘Comments: (timestamp is automatically generated) revious Comments:
~ -
w -
Check Speling

Process Request

Figure 50: Approve, Disapprove and Cancel Reasons

5. If you Approve the cancellation, you must select a reason for doing so from the
options offered in the Cancel Reason drop-down menu (see Figure 50).
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6.

If you choose the Other (Comments Required) option from the Cancel Reason
drop-down menu (see Figure 51) then you must include a comment in the

Comments box. For any other cancellation reason, comments are optional.
Cancel Reason:

b

Schedule Conflict (Work Related)
Schedule Conflict (Personal)

Unable to Obtain Travel Funding
Perzonal ar Family Medical Emergency

Cther [Comments Reguired)
Admministrative § Redgistrar Action
Clazz fEvent Canceled

Figure 51: Cancel Reason drop-down menu
If you Disapprove the cancellation, you must select Other (Comments

Required) from the drop-down menu underneath Cancel Reason (see Figure 51).
You must then include a comment in the Comments box.

When finished, click on the Process Request button.

The Application Confirmation window opens (see Figure 52).

ACQ NOW for Continuous Learning Events Main Menu

Application Confirmation

Jones, Bob has been DENIED CANCELLATION from the event listed below

Confirmation

Application Date: 20 Dec 2006

Event: 50 AFS021 Awwareness Training
Location: SAFTAS Conference Center
City: Rozslvn

Start Date: 05 Jan 2007

Endl Date: 05 Jan 2007

- An email notification has been successfully sent to the student

Figure 52: Application Confirmation window
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12. Process Transfers

This Chapter explains how to transfer a student’s planned attendance at an Event to an
alternative Event, an alternative location, or an alternative time.

1. First Sign In to the ACQ Now CL System.

2. To process a Student transfer, click on the Process Transfer link under Event
Management (see Figure 53).

Process Transfers

Figure 53: Process Transfer link

3. The Process Transfers window opens (see Figure 54).

ACQ NOW for Continuous Learning Events Main Menu
Process Transfers

Select an event and event location ta transfer students from and then select an event and event location to transtfer
students irto. You may lmit the events displayed by selecting to view 'Active’ or 'Cancelled' events az well as selecting
to view previous events. Once you have made your selections, press the "Jontinue' button.

Location Status: @ Active O Cancelled
Show Previous Events: @' Mo C‘ Yes

t A0 Event Ta Transfer Into

ct & Location To Transfer Inta

Figure 54: Process Transfers window
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Use the radio buttons to limit the number of Events for display by choosing to:

< View either Active or Cancelled Events at a Location
« Show Previous Events in addition to planned Events.

Use the drop-down menus in Step 1 and Step 2 to select an Event and Event
location to transfer students from. Then use the drop-down menus in Step 3 and
Step 4 to select an Event and Event location to transfer students into.

The Student Transfer — Student Selection/Applications Options window
opens (see Figure 55).

ACQ NOW for Continuous Learning Events Main Menu

Student Transfer - Student Selection/Application Options

Select a transfer action for each student you wwant to transfer. If waits are not allowed or the wait cutoff date has been
reached, the wait option will not display in the 'Transfer Action' menu. Enter any comments you would like added to the
student's email in the block provided and click the 'Transfer Student(s) button vwhen finished.

Transfer From:

Event Hame: Dizcovery Map 9 Total Students In Location: 1

Location: AFIT Total Students That Can Be Transfered: 1
Dates: 27 hov 2006 03:15 - 29 Moy 2006 17:01

Current Status

Yonder, Wild B 111-00-1111

Transfer To:

Event Hame: &dvanced Heawy Lifting
Location: TBD
Dates: 01 Jun 2006 - 01 Jun 2006

Priarity 1 Res Priority 2 Res Priority 3 Res Total Reservations Waits  |Pending Aoailable

0 0 1 1 0 0 15

(timestamp is automstically generated - 1000 character limit)

Transfer Student(s)

Figure 55: Student Transfer — Student Selection/Applications Options window

7. Select a transfer action for each student you want to transfer. If waits are not

allowed or the wait cut-off date has been reached, the wait option will not display
in the Transfer Action drop-down menu (see Figure 56).
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Reservation
1\t
Supervisor Approval

Figure 56: Transfer Action drop-down lists
8. In the Email Comments box, enter any text for inclusion in the body of the email
that will automatically be sent to the student to inform them of the transfer. Click
the Transfer Student(s) button when finished (see Figure 57).

Emazil Comments
Commerits: (timestamp iz automatically generated - 1000 character limit)
Transfer Studentis)

Figure 57: Email Comments text box and Transfer Students button

9. The Student Transfer — Confirmation window opens (see Figure 58).

ACQ NOW for Continuous Learning Events

Main Menu

Student Transfer - Confirmation

Tranzfered From

Event: Dizcovery Map 9
Location: AFIT

City: Fairborn

State: CH

Start Date: 27 Mow 2006 0515
End Date: 23 koy 2006 1701

Transfered Ta

Event: Advanced Heawy Lifting
Location: TED

City: Sheppard

State: Tk

Start Date: 01 Jun 2008

End Date: 01 Jun 2006

An email notification has been sent to the studentis] and supervisor(s)

Figure 58: Student Transfer — Confirmation window
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13. Manage Walk-ins

The ACQ Now CL system allows the flexibility of enrolling students immediately before an
Event begins. Students who enroll in this way are referred to as “Walk-ins.” This Chapter
provides step-by-step instructions on how a Walk-in student may be enrolled in an Event,
regardless of whether or not the student has a profile on ACQ Now CL.

1. First Sign In to the ACQ Now CL System.

2. To register Walk-in students on the day of an Event, select the Manage Walk-ins
link under Event Management (see Figure 59).

Event Management

Manage YWalk-ins

Figure 59: Manage Walk-ins link

3. The Event Roster-Roster Selection Options window opens. Click on the Input
Walk-in radio button (see Figure 60). From the drop-down menu beside Step 1 —
Select an Event, select the Event in which you wish to enroll a student. Click on

the Continue button.

ACQ NOW for Continuous Learning Events Main Menu
Event Roster - Roster Selection Options

Ferfarm the steps below to retrieve a student roster.
Once you have made your selections, press the 'Continue’ button.

D Student Roster (:3' Attendance/Completion @' It Valk-In

ction Criteria

Step 1 - Select an Event | Activity Bazed Costing w

| Continue |

Figure 60: Input Walk-in radio button

4. The Step 2 — Select a Location text box displays (see Figure 61). A drop-down
menu displays available locations for the Event you chose. Select a location, then
click on the Continue button.
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ACQ NOW for Continuous Learning Events Main Menu
Event Roster - Roster Selection Options

Perform the steps below to retrieve a student roster.
Once you have made your selections, press the 'Continue’ button.

O Student Roster O AttendancefCompletion @ Input Wialk-In

tion Criteria

Step 1 - Select an Event Activity Based Costing

Step 2 - Select a Location

Figure 61: Step 2 — Select a Location

5. The Retrieve Student Profile for Walk-in window opens (see Figure 62).

Retrieve Student Profile for Walk-in

Email: | |

Supervisor Email:

Figure 62: Retrieve Student Profile for Walk-in

6. Here you can search for students by Social Security Number (SSN), First Name,
Last Name, Email address or Supervisor Email address (see Figure 63). Itis
usually more efficient to simply enter a Walk-in student’s Last Name and click on
the Search button.

7. The Student Profile Selection for Walk-in window opens (see Figure 63).

Student Profile Selection for Walk-In

- Click on the student's name you wizh to input 8z a Walk-In.
- Clicking on & column tithe will sort the list of student records by that column,

Order By: Last Mame, First Maime

TESTER, TOM aitazstu@asmr.com atassupi@asmr.com

=PREVICUS PAGE  Page 2 of 2

Figure 63: Student Profile Selection for Walk-in window

8. Click on the Walk-in student’s name. The Continuous Learning Event Walk-in
window displays (see Figure 64).
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ACQ NOW for Continuous Learning Events m

Continuous Learning Event Walk-In

Complete and/or verify the information below. Once you are sure the information on this application
is correct, press the 'Add Walk-In' button at the bottorn of the page. Once the information is
subritted, the student and superdsor will be sent a confirmation notice via email.

ation Information

Event Information

Event: Activity Bazed Costing  Building: POC: Joe Schinoe

Location: &FIT/Research Park Room: POC Phone:

Street: 21 AFIT Avenue Start Date: 01 Jan 20035 05:00 POC Fax:

City: Keftering  State: OH  Endd Date: 31 May 2006 17:00 POC Email: aitassupi@asme com
CL Points: 7 Location URL:

et Infarmation

SSH: 443-44-5461 Date of Birth: |Dec v |10 v |[1948 ~| gender:

First llame: Middle Initial:
Home Street: | | city: |

State: zpcode:| |- [ ]

Pay Plan: Pay Grade: Disabilities: Acquisition Coded: Mo

Pleaze enter your Civilian Job Series below, Please enter 1st 3 characters of your AFSC

Civilian Job Series; |3414 i, 0123 Duty AFSC: |:| e.0., 634 or FIP L1 contractor

Current CL Tracking Period Starts: Mio Current CL Tracking Perio« Ends: Mi&

Last Hame: |TESTERMAN

ct Information

MAJCOM Base: | e |

Organization/Full Office Symbol: {(Example: 346 TW/CCD) | |

Duty Address: | | city: | |
State: zip Cu(le:l:l- I:l

Country Where Currently Located: | V|
phone: | |- || ext.| |

DSH Country Code: | | DSH: | | | |e:|¢t.| |

e B |

Important! Since AFIT Movy uses email to natify students, ensure you enter your correct email address.
If it i= not entered correctly, you will not be informed about your enraliment.

Email: |a'ﬂ6331u@asmr.com

Supervisor: | |

Phone: | |- | |- | | ext.l |

Important! Please enzure you enter your supervizor's correct email address.
If the address iz entered incorrectly, your application wil not be processed.

Email: |aitassup@asmr.com |

Comments: (timestamp is automstically generated)

Add Walk-In

Figure 64: The Continuous Learning Event Walk-in window
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9. The Continuous Learning Event Walk-in window displays the student’s profile
information (assuming the student has previously filled out a profile with the ACQ
Now CL system.) If the student has not previously completed a profile, he/she
should create one now by logging on to ACQ Now CL (see Student Manual for
further information).

10. When complete, click on the Add Walk-in button at the bottom of the window.
The system displays the Student SSN Search window again in case you want to
add another Walk-in student.
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14. Rosters

ACQ Now CL enables Training Managers to print a roster of students attending an Event
and/or transfer the information to Microsoft Excel. The system also enables an Excel
spreadsheet version of a roster to be sent to colleagues by email.

1. First Sign In to the ACQ Now CL System

2. To display or print a student roster, select the Rosters link under Event
Management (see Figure 65).

Event Management

Figure 65: Rosters link

3. The Event Roster-Roster Selection Options window displays (see Figure 66).

ACQ NOW for Continuous Learning Events Main Menu

Event Roster - Roster Selection Options

Ferfarm the steps below to retrieve a student roster.
Once you have made your selections, press the 'Continue’ button.

@' Student Roster O AttendanceiCompletion 'D It Wizlk-In

n Criteria

Step 1 - Select an Evert

Figure 66: Event Roster-Roster Selection Options window

4. Click on the Student Roster radio button if this is not already selected.

5. To display or print out a student roster for a particular Event, select an event from
the drop-down menu beside Step 1 — Select an Event (see Figure 67). Click the

Continue button.
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ACQ NOW for Continuous Learning Events Main Menu
Event Roster - Roster Selection Options

Perform the steps below to retrieve a student roster.
Once you have made your selections, press the 'Continue’ button.

@ Student Roster O Aftendance/Completion O Inpt Walk-In

selection Criteria

Step 1 - Select an Event | Applied Rizk Management (5SS 208

| Continue |

Figure 67: Select an Event text box

6. From the Step 2 — Select a Location drop-down menu, select the location for
which you wish to see a student roster (see Figure 68). Click Continue.

ACQ NOW for Continuous Learning Events Main Menu

Event Roster - Roster Selection Options

Ferform the steps below to retrieve a student roster.
Once vou have made your selections, press the 'Continue’ button.

@ Studert Raster 'D AttendanceZaompletion O Ingact Wialk-In

tig

Step 1 - Select an Event Applied Rizk Management (S%'S 208
Step 2 - Select a Location | Vandenberg AFB CA - 20 Zep 2005-=22 Sep 2005 hd

=

Figure 68: Select a Location dropdown box

7. The Student Roster window displays (see Figure 69). You may click on a
student’s name to review their application. Click on a column title to sort the

roster by that category.
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ACQ NOW for Continuous Learning Events m
Student Roster

Applied Risk Management (SYS 208)/Vandenberg AFB CA
Dates: 9/20/2005 - 9/22/2005

Click the student's name of the application you wish to review to open that application. Clicking on a
column title will sart the raster by that column.

Click Here to export this roster to Excel
Click Here to ermail & printable wersion of this roster

Figure 69: Student Roster window

8. To export the roster to Excel, click on the link:

Click Here to export this roster to Excel

9. To email a printable version of this roster, click on the link:

Click Here to email a printable version of this roster
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15. Search or Sign in as Student

From time to time, Training Managers may need to know the progress made by a student
in attaining CL points. In order to do this, Training Managers have the option to Sign In
as if they were that student. The Search or Sign In as Student feature also permits a
Training Manager to search for a student’s profile recorded on ACQ Now CL. The search
may be undertaken when limited information is available, as when only a student’s last
name is known.

This Chapter explains how to access a summary of a student’s performance, and how to
return to ACQ Now CL while retaining full Training Manager access rights.

1. First Sign In to the ACQ Now CL System.

2. From the Student Management menu, select Search or Sign in as Student
(see Figure 70)

Search or Sign in as Student

WE endance Repal
Wiewe Student CL History
Manage CL Periods

Student Profile

Figure 70: Search or Sign in as Student link

3. The Retrieve Student Profile window displays. Here you can search for students
by Social Security Number (SSN), First Name, Last Name, Email address or
Supervisor Email address (see Figure 71).

ACQ NOW for Continuous Learning Events Main Menu

Retrieve Student Profile

Search For Student

Email: | |

Supervisor Email:

Figure 71: Retrieve Student Profile

4. It is usually more efficient to search by a student’s SSN or Last Name. When
you have entered data into at least one box, click on the Search button.
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5. The Student Profile Selection window opens (see Figure 72).

ACQ NOW for Continuous Learning Events

Student Profile Selection

Sign In
Change Access - Click on & studert's name to update the studert's profie.
. - Click on a student's SSH to Sign In as the student
S Ci - Click on & student's email to send an email to the studert.
Reguest Training Manzger - Click on & supervisor's email to send an email to the supervisor.
Access - Clicking on & column title will sort the st of student records by that column.

Catalog M. nt
Order By: Last Mame, First Mame

Create CL Events

Schedule Event Times and

Lee=Tams it astuBasmr.com aitassUpEasmr.com
Eciit Evert Descriptions Page 1 of 1

Eciit Event quotas, schedules, Questions? Frablems? stions? Please email us now.

POCs

Manas Locsation:s

Figure 72: Student Profile Selection

6. Click on a student’'s SSN. A confirmation window displays to ask if you want to
Sign In as the name of that student (see Figure 73).

ACQ NOW for Continuous Learning Events

Training Managers Student Profile Selection
Sign In
Change Access - Click on & student's name to update the studert's profile.
Sign Off - Click on & student's SSMto Sign In as the student
- Click on & student's email to 2end an email to the student
Request Training Manager - Click on & supervisor's email to send an email to the supervisor.
Access - Clicking on & calumn tile will sort the list of studert records by thet column.

Ao Trsining Manacger

Order By: Last Mame, First Mame

Training hanzger List

Catalog Management

Create CL Events assupElasmr.com

Schedule Event Times and Page 1 0of1

Lemetme Questions7 Froblems? i ? Please email us now.
Edit Event Descriptions

Edlit Event quotss, schedules, Microsoft Internet Explorer

POCs

Manage Locations

Event Management

Process Applications

\/. Student Sign In for Penny, Jose, Click the ok button ko continue,

Process Cancellations

Process Transfers

Figure 73: Student Profile Selection - click SSN #
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7. Click OK to display the Continuous Learning Events window for the student you
selected (see Figure 74)

ACQ NOW for Continuous Learning Events Main Menu

Welcome Jose - here is a summary of your progress toward earning 80 Continuous Learning
{CL} points every two years:

Currently, your two year period ends: 10/1/2006
ACQMow CL points earned this period: a
Points needed: 20

If you do not have any upcoming CL events scheduled, you might consider a Dal) Wweb based
course (click here) or a DaU Continuous Learning Module {click here) or an AFIT Madule (click
here) to earn points to help you meet the goal.

Figure 74: Continuous Learning Events window

8. Click the Continue button to move to the student homepage on ACQ Now CL.

or Continuous Learning Events

:: Continuous Learning CL
Feqguest CL Poirts
ey CL Transcript

Upidste Profils

Guidelines on CL Pointz

Evert Evaluations

Apply for & CL Evert

AFS0 21 Training CLICK HERE

Announcements

Apply for a DAL CL Course ?I_J_e(_:_zl:!l.:'ﬁ ______________________
Change an Evert Application COR 217 NOWY Avall ABLE
Cancel an Event Application ACO Now CL complies with all Privacy and Security requirements.

Feszend an email to your 16 Mar 2006

sUpervisor Click Here for more information.
Mew REQUIRED Prerecuisite
0G0 Mo Help Desk for SYS 201E and SYS 301

ho iz my local point of contact 7

AF CL Palicy Wiew All Messages

Figure 75: Clicking Continue moves a Training Manager to the Student Homepage

9. Alternatively, you may wish to return to the Training Manager menu. To return to
the Training Manager menu, close the Student Training History window using the

browser’s exit button (ﬂ) The Student Profile Selection window opens again.

10.To search for a student’s record or profile you should click on the Student’s Name
in the Student Profile Selection window (see Figure 76).
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ACQ NOW for Continuous Learning Events

Student Profile Selection

Sign In
Change Aocess - Click on & student's name to update the student's profile.
Sign Ot - Click on & student's S=Mto Sign In as the student.
- Click on & student's email to send an email to the student.
Request Training Manager - Click on & supervisor's email to send an email to the supervisor.
ACCESS - Clicking on & column tithe will sort the list of student records by that column.

Catalog Management ] . L.
e Owrder By: Last Mame, First Mame, Middle Initisl

Create CL Events :
Schedule Event Times and Al il
Locations Guillism, John, 0 957 -53-4521 1MM937  |attasstuiiasme.com

sitassup@asmr.com

Edlit Event Descriptions Page 1 0f 1

Edit Evert guotas, schedules,
PoCs

Event

Questions? Problems? Suggestions? Please email us nowve.

agement

THISWEBSITE 15 FOR OFFICIAL USE OMLY - Click here to wiew Privacy and Security Notice.

Figure 76: Student Profile Selection - click Student's Name

11. The Update Student Profile window opens (see Figure 72).
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ACQ NOW for Continuous Learning Events Main Menu
Update Student Profile
Sign In
Change Access Caomplete andfor verify the information below. Be sure to be as accurate as possible, misinformation
Sign Off may prevent this student's application(s) from being processed.

Request Training Manager
Access

Catalog Management

Create CL Events
SSI:987-65.4321 Date of Birth: |dan v |[01 % |[1957 %] Genden:
Schedule Event Times and

Locations First Hame: Middle Initial: E Last Hame: |Qui|liam

Edit Event De=scriptions

Edit Event guotasz, schedules,
POC= State:

Home Street: |Elurf0rd Dirivee | City: |Woodbridge

[ 1]

ZIP Code:

Event Management Pay Plan: Pay Grade: Disabilities: - Acquisition Coded: Mo
RicEsslannlications Plesze enter your Civiian Job Series belov. Pleaze enter 12t 3 characters of your AFSC O
aiccessitanoslstions n Job Series: 2,023 | DutyAFSC: | |eq.B3hor31P EonteaEko

Process Transfers
. Current CL Tracking Period Starts: 10412002 Current CL Tracking Period Ends: 100152004
Manage Walk-ins

Rosters Acquisition Workforce: @Yes ONO Certification Date: |0d V||D1 v||2002 v|

Student Management Position Functional Category: | Program Managemert

Search ar Sign in as Student
Event Attendance Report

Wieny Studert CL History

Manage CL Periods MAJCOMBase: | SAFAG w |
Studert Profile OrganizationFull Office Symbol: (Example: 346 TW/CCD) | SAFIAQXD-ATO
Reports

| | Duty Address: |555 E STREET WEST, SUITE 5 | City: |RANDOLPH AFE |

CL Participation Reparts
Inliviciual CL History State: ZIP Code: 6130

Event Reports Country Where Currently Located: | UMITED STATES OF AMERICA w |
DoD Ethics Tng Participation

oo EhEs N PANEREen | oy e (210 o [ss2 | [sseo | ext.[1002 |

euidalst | |DSHCountry Code: | | DSH: |437Ir |- ||353EI |ext. | |

Edit & List Fax (210 |- [Bs2 |- [sseo |

Send a message Important! Since ACG Mow uses email to notify students, ensure you enter your correct email address.

_ If it iz not entered correctly, you will not be informed about your enrollment.

il: |sitazstu@asmr.com
ACE Mow Help Desk Email | @

AF CL Palicy

et Supervisor: | ANTA HIDDLESTON |

Gick Start Guide for Training

Marisgers Phone: 210 | [s5z  |. [gsa0 | ext. [10m |

User Wanual Important! Please ensure you enter your supervisor's correct email address.
Privacy Statement If the address iz entered incorrectly, vour application will not be processed.
CAC Instructions Email: |#tassup@asmr com

Mare Information

Important! An optional email address may be entered as designated by local policy. Please contact your

A0 Mowy Tor DAL BaseMAJCOM training manager to determine if an optional email address should be ertered, and if 0, the carrect
4G Mows far Cerification email addrezs. To obtain your BazeMAJCOM POC, click on &C0 Mow POC Look Up an the main menu, zelect your
(oming Soon) BaseMAJCOM from the drop-down table, and then click on the Find by POC button.

Email: |

Acquisition Career Home Page
ACMS-Scquisition Career

Management System Update Profile

Figure 77: Update Student Profile window

12.You may update the student’s record or profile from this page and store the result
by clicking the Update Profile button.
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16. Event Attendance Report

ACQ Now CL provides a wealth of information related to student, unit, command, and
workforce performance. This feature provides access to eleven reports which may be
customized as required.

1. First Sign In to the ACQ Now CL System

2. Click on the Event Attendance Report link (see Figure 78).

Student Management

Search or Sign in a2 Student

Ewvent Attendance Report

Manage CL Periods
Student Profile

Figure 78: Event Attendance Report link

3. The Retrieve Continuous Learning Report window opens with a drop-down
menu of options (see Figure 79).

ACQ NOW for Continuous Learning Events Main Menu

Retrieve Continuous Learning Report

Fill out the fields below to retrieve a report. Fields in dalics are required. Click the 'Get Report’
buttan to retrieve the report generated using your criteria.

Fepart Name* hd

*denotes g requived fieid
CL Participation by Unit

Attendees Report

CL Participation by MAJCOMISUBCMWD ENILIUN
Clazs Fill
THIS WEB S THContinuous Learning Schedule acy and Security Notice,

Ewvert Evaluation Summary

Event Evaluation Summary By Completion Date
Gcta Liilization

Student Wiat List

Student Walk-InfCancelationMo-Shaw
Wiarkforce Participstion &nd Achievement

CL Email Templates

Figure 79: Retrieve Continuous Learning Report window

4. Under the Report Main Option List heading, select a report from the drop-down
menu. The Get Report button (IELZZM) appears. Click the Get Report button
to retrieve the report you selected.
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5. In all there are twelve different reports you may choose from the drop-down menu.

Each report differs in its functionality and the information it provides. The twelve
reports are:

CL Participation by Unit. This report provides unit and personal level
information on the progress made by Acquisition Workforce members in the
Air Force. Data on a specific population of Acquisition Workforce members
may be isolated using the radio buttons provided. Click on a population
for a pop-up box containing its definition (see Figure 80).

2 ACQ Now for Continous Learning - Microsoft Internet Explorer

Acq Workforce member in Acq Coded position throughout this reporting
period:

Ajr Force employees who are currently in 3 coded position and whose duty history indicates that all assignments for
the CL reporting period have been in coded positions.

Close Window

Population:
@ A Worktorce member in Acq Coded posttion throughout this reporting period: 1 Oct 2004 - 30 Sept
O e Workforce member in Acq Coded posttion

© Extended Acquisition Workforce

o] Non-Acquistion YWorkiorce Member (contractors, other AF members, other US Service members, foreign nalionsls)
© 4l (41 cateqories included

Figure 80: CL Participation by Unit window

Click on a unit in the Unit Column to see the selected participation report for that
unit (see Figure 81).

Figure 81: CL Participation by Unit window
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7. The CL Participation by Unit window opens showing CL metrics for the selected

unit (see Figure 82).

ACQ NOW for Continuous Learning Events m

CL Participation by Unit

<= Back to Reporting hain heny
== Export to Excel

Report Tips: Tailor your Paricipation Report
1. Choose a population using the radio buttons below. Click on a population for its definition
In the Unit calumn, click on a unit to see specific information for that unit

2
3. For unit with = 2500 members, click on the Fto see specific information on students.
4 For units with > 2500 members, click on the Il to see student information

Select Desived Fiscal Year: |Currert FY

Population:
@ pcoWorkforce member in Acy Cocled position throughout this reporting period: 1 Oct 2004 - 30 Sept 2006

Q AcoWorkiorce member in Acy Coded position

O Extended Acquisition Workforcs
O Hon-Acuistion viorkforce Member (contractors, other AF members, other US Service mermbers, forein nationsks)

O il (81 catenories included)

tingll % Not Meeting
=
| AF ELEMENTS SUPPORTIMG DD & 7 B9% 1|3 0 1 2 a H a a (12 11.54% 92 |96 9231%
| AF ELEMENTS SUPPORTIMG THE a 0.00% a0 0 0 0 a a a a0 0.00% 1 1 10000% |1

WHITE HOUSE

Figure 82: CL Participation by Unit window

8. Reading from left to right the spreadsheet columns display:

< Unit — the name of the command/element to which the row refers.

% #Meeting Standard — the number of members in the
command/element meeting the CL standard

% 9%b Meeting Standard — the percentage of members in the
command/element meeting the CL standard

whose CL points fall in each band

s # Participating — the total number of members with CL achievements

% 9% Participating — the total percentage of members with CL
achievements
% O — the total number of members without CL achievements

achievements plus those participating who have not yet met the
standard

CL achievements plus those participating who have not yet met the
standard
% Total — the total number of members in the named unit.

9. To view data at the individual level (i.e. for each student in a command/element,)

click on the #~' icon next to a Unit (see Figure 83).
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Figure 83: CL Participation by Unit window

10. The CL Participation by Unit Report opens (see Figure 84).

ACQ NOW for Continuous Learning Events Main Menu

CL Participation by Unit Report

Report Date: 9/27/2006 4:25:18 PM =< Back to Reporting Main Menu

== Back to Previous Screen

Check bOX(ES) << Export to Excel

Add a Column to the Report:
Position Category

[ Pasition Level

O Previously Meeting Standard

Generate Report

Mame

1 |ALLEN, DARA G| 2925 | AFELM DEF DIADWD-5 | Od B2E attasstu@asmr.com (10172004 1012006 |0 b
IMTEL &G JI

2|ALLISON, JOHM B 9554 | AFELM DEF DIADWO-3 |04 B34 atasstu@@asmr.com | 1002002 | 1012004 |0 M
IMTEL &G JI

Figure 84: Information at the individual level
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11. The option exists to display additional information by checking one or more of the
options available from this window, then clicking the Generate Report button.
The requested information is presented as one or more additional columns in the
table (see numbered arrows in Figure 84).

12.To view static student information for units of more than 2500 members, click on
the il icon next to a Unit to open a CL Participation by Unit Report (see Figure
85).

ACQ NOW for Continucus Learning Events m

CL Participation by Unit Report

Report Date: 5/25/2006 5:47:52 A =< Back to Reporting hain tdenu
== Back to Previous Screen
=< Export to Excel

Please click on the radio button next to the nurber of recards you would like to view at a time.
Then use the Previous Page' and Next Page' links to view each page of data.

@280 Os00 O7s0 Mext Page

1 9525 SEEK EAGLE GE13 0861 |SYSTEMS 2 atasstu@asmr.com (1042004 |10/ /2006 0 M &,
OF PLANMING, RDEE
- SYSTEMS
EMGINEERING
2 |, 2326|412 TEST MH13 (0855 |TEST & 2 atazstu@asmr.com (10012004 |10/1/2008 0 M MNA&,
(WING EVALUATION

Figure 85: CL Participation by Unit Report

13. Information for fiscal years other than the current year may be selected from the
Select Desired Fiscal Year drop-down menu (see Figure 83).

Attendee Report, Class Fill, Event Evaluation Summary, Event
Evaluation Summary by Completion Date, Quota Utilization, Student
Wait List, and Student Walk-in/Cancellation/No-show. These reports
provide information on specific courses. To retrieve one of these reports,
select the Event Provider and Event Name using the drop-down menus,
enter the Start Date Range and click the Get Report button (see Figure
86).
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ACQ NOW for Continuous Learning Events Main Menu

Retrieve Continuous Learning Report

Fill out the fields below to retrieve a report. Fields in italics are required. Click the 'Get Report’
button to retrieve the report generated using your criteria.

Cption List
Report Narme* | Clazz Fill b
Event Provider | ACE Mowy [standard catalog) v
Event Mame

250 Eval Test Event

A=zet Visibilty —
Basics of Architecture (S%'S 153)

Best Yalue

Capahility Maturity Model Integration (=Y 1300

Cinco de Mayo Test Evert

CL Test entry

Clazs with Mo Availshle Sests

Combat Logistics (LOG 299) hl

Course Type Al w

StartDateRange | [Dec w20 v (2006 %[ 1o Jan v [[13 | 2007 % |fincusive

Get Report

Figure 86: Retrieve Continuous Learning Report

14.The requested report opens and offers the option to export data to Excel (see
Figure 87).

ACQ NOW for Continuous Learning Events Main Menu

CLM Reporting - Class Fill Report

Offering Date or Date Range: 12/20/2006 - 1/19/2007 Click Here to export this repart to Excel
Course Type: All Course types =< Back to Reporting Main benu

Report Date: 12/20/2006 7:07:36 A

Click here for Export to Excel option

Everit Mame
AG AFSO21 Awareness Training |SAFTAS Conference Center 14502007 24 a o 1 1 a o 1 1/oofo o
AG AFSO21 Awareness Training |SAFTAS Conference Center 14752007 24 a 1] 1] oo 1] a oioofo 1]

Back to Report Main Menu | Training Manager Main Menu

Questions? Problems? Suggestions? Please email us now.

Figure 87: Example Report showing option to Export to Excel

CL Participation by MAJCOM/SUBCMD. To view numerical data related
to CL achievements in specific commands, make this selection from the
drop-down menu and click Get Report (see Figure 88).
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ACQ NOW for Continuous Learning Events Main Menu

Retrieve Continuous Learning Report

Fill out the fields below to retrieve a report. Fields in jtafics are required. Click the 'Get Report’
button to retrieve the report generated using your criteria.

Report Main Option List

Fepart Name* CL Participation by MAJCOMEUBCWD hd

Get Report

*genotes g requived figld

Figure 88: Retrieve Continuous Learning Report for MAJCOM/SUBCMD

15. The Point Stratification Report displays. This indicates the progress made by
members in achieving the 80 CL goal — each column shows the number of
members in that MAJCOM who fall in each band of scores (e.g. 30-39 CL units).

ACQ NOW for Continuous Learning Events Main Menu
Point Stratification Report

MAJCOM: All <= Back to Reporting Main Menu
=< Export to Excel

Report Date: 2/6/2006 12:02:44 Ph

O [1TH WG
O |£F AGENCY MODELING AND SMULATION 0 o 0 0 i i 0 fi A

Figure 89: Point Stratification Report (MAJCOM)

16. To view progress at the SUBCMD level, click on the # icon beside the SUBCMD of
interest in the MAJCOM column to see a breakdown of performances by
subordinate command (see Figure 90).

ACQ NOW for Continuous Learning Events Main Menu
Point Stratification Report

MAJCOM: 11TH WING == Back to Reporting Main Menu
<< Export to Exce

Report Date: 2/65/2006 12:15:33 PM

SUBCHD = EI Workforce WMember

2 Mithwing 0 o o 1} 0 o o 1} 0 1
2 |&ir Force Band 0 o o i} 0 o o i} 0 o |0
2 |&ir Force Honor Guard 0 o 1 1} 0 2 o 1} 0 24 |27
2 |H@ AFDY 0 o o i} 0 o o i} 0 2 (2
,O Operating Agency a o (u} a u] o (u} a u] o o

Total 0 o 1 1} 0 2 o 1} 0 27 |30
[ ] SUBCMD,

Figure 90: Point Stratification Report (SUBCMD)
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17.To view progress at the individual level, click on the /~ icon beside the SUBCMD of
interest in the SUBCMD column to see a breakdown of individual performances
(see Figure 91).

ACQ NOW for Continuous Learning Events Main Menu

Point Stratification Report

MAJCOM: 11TH WING =< Back to Reparting Main Menu

SUBCMD: 11th Wing << Export to Excel
Report Date: 2/5/2006 12:26:12 P

Total_|1 || | \ | ]

Figure 91: Point Stratification Report (by individual)

Continuous Learning Schedule. This menu item provides scheduling
information on courses, including cost, quota and location details. Select
Continuous Learning Schedule from the Report Name drop-down menu
(See Figure 92).

ACQ NOW for Continuous Learning Events Main Menu
Retrieve Continuous Learning Report

Fill out the fields below to retrieve a report. Fields in italics are required. Click the 'Get Report’
button to retrieve the report generated using your criteria.

Repart Main Option List

Feport Name* | Continuous Learning Schedule w
Event Pravider | ACG Moy (standard catalon) v
Evert Mame n "

AZM Eval Test Evert

Aszet Wisibility —
Basics of Architecture (%S 1583)

Best Walue

Capability Maturity Mode! Integration (S%S 1300
Cinco de Mayo Test Event

CL Test ertry

Class with Mo Available Sests

Combat Logistics (LOG 209)

| *

|4

Get Report

* denotes g required field

Figure 92: Retrieve Continuous Learning Report (Continuous Learning Schedule)

18. Next select the Event Provider from its drop-down menu. Select an Event name
by clicking on a selection to highlight it in blue. When you are happy with the
parameters you’ve chosen, click on Get Report. The CLM Reporting —
Continuous Learning Event Schedule opens (see Figure 93).
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ACQ NOW for Continuous Learning Events m

CLM Reporting - Continuous Learning Event Schedule

Course Type: All Course types Click Here to export this report to Excel
Offering Date or Date Range: 12/20/2006 - 1/19/2007 =< Back to Repart Main Menu

Report Date: 12/20/2006 7:18:04 A

MG AFSC2T Ayeareness SAFTAS Conference Cente (703) 253-5628 ext.000

AG AFSO21 Aweareness Centralized |H2 US AR FORCE.’SAF|1I1?IZUD?|1I1?IZUD? SAFTAS Conference Center| 24| $ 0,00 | Sheila Coin|(703) 253-5628 ext.DDD| |
Centralized Total 48| §0.00
Cmid Unique Total 0| %000
Grand Total 48| §0.00

Figure 93: CLM Reporting — Continuous Learning Event Schedule

19. The CLM Reporting — Continuous Learning Event Schedule provides the
following information:
< Event Name — the name of the course or Event for which data is
provided
« Course Type — whether the course is Centralized, Command or Web-
based.
Location Host — who is providing the course or Event
Start Date — when the course begins
End Date — when the course will finish
Location Name — the place the course or Event is to be held.
Qtas — The number of student places available on the course/Event
Cost — the total cost of providing the course/Event
Host POC — contact details for the Host’s Point of Contact including
Name, Phone and Fax numbers.

*,

X3

%

X3

*

X3

8

X3

%

X3

%

7
°

e

A

Workforce Participation And Achievement. This window provides an
overall view of CL progress made by members of the Acquisition workforce
serving with the Air Force. To display this data, select Workforce
Participation And Achievement from the Report Name drop-down menu
and click on Get Report (see Figure 94).

ACQ NOW for Continuous Learning Events Main Menu
Retrieve Continuous Learning Report

Fill out the fields below ta retrieve a report. Fields in #alics are required. Click the 'Get Reponrt’
button to retrieve the report generated using your criteria.

Feport Marme* ‘Wiorkforce Participation And Achievement b

Get Report

* denotes 2 required field

Figure 94: Retrieve Continuous Learning Report

20. The Air Force CL Reporting — Workforce Participation and Achievement
Report displays (see Figure 95).
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| ACQ NOW for Continuous Learning Events iiﬁiﬁ

Air Force CL Reporting - Workforce Participation and Achievement Report

Report Date: 16 Feb 2006 10:08 Click Here to export this report to Excel

y a3 of date

== Back to Repart Main benu

31 Oct 2005 19,544 18,886 18,285 9361% 12,814 B5.56%
30 Moy 2005 19,302 18,780 18,334 94 95% 12,833 66.49%
31 Dec 2005 18,995 18,494 18,076 95.16% 12,814 B7.4E6%
3 Jan 2006 18,564 18,103 17614 94 58% 12,678 63.29%

Crganization

AF ELEMENTS SUPPORTING

THE WHITE HOUISE

AF ELEMENTS SUPPORTING 104 24 20 19.23% g 7.E9%

DoD

SECAF ELEMENTS a4 4 24 25.53% 13 13.83%

HE AF RESERWE COMMAND 2m 14 E 2.99% 4 1.99%

U S AR FORCE 2,147 a7 431 22.40% 230 10.71%
Total 2,547 836 531 20.85% 255 10.01%

Figure 95: Workforce Participation and Achievement Report

21.By column (reading left to right in the second table) the table displays current
information on:

®,
0.0

Organization — an Air Force element where one or more members of
the AT&L Workforce are located

# Workforce — the number of Acquisition Workforce members in a
coded position in that Organization and whose duty history indicates
that all assignments for the CL reporting period have been in coded
positions.

# of Workforce with Complete Profiles — those numbered in the
previous column for whom there is a student record in the ACQ Now CL
system

%06 of Workforce Participating — percentage of Workforce in a coded
position in that Organization who have met the CL requirement or who
are actively pursuing it.

# of Workforce Meeting Standard — the number of members who
currently have attained the CL requirement

%o of Workforce Meeting Standard — the percentage of members who
currently have attained the CL requirement

22. At any time you may return to the main Retrieve Continuous Learning Report
page by using one of the hyperlinks provided in the upper right of each report
pages. Additional links appear where appropriate to allow a report to be exported
to Microsoft Excel or to return to the previous page (see Figure 96).

76



ACQ Now CL & AFIT Now Training Manager User’s Guide — October 07

=< Back to Reporting Main Menu

=< Back to Previous Screen
== Export to Excel

Figure 96: Report page showing hyperlinks
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17. View CL Student History

From time to time, Training Managers may need to know the progress made by a student
in attaining CL points. One option is for the Training Manager to Sign In as if he/she were
that student. This Chapter explains how to do so and monitor student progress using the
View CL Student History feature.

1. First Sign In to the ACQ Now CL System.

2. To view a student’s training history, click on the View CL Student History link
(see Figure 97).

Student Management

Search or Sign in a3 Student

Event Attendance Report
Wiewy Student CL History

Student Profile

Figure 97: View CL Student History link

3. The Retrieve Student Profile window opens (see Figure 98).

ACQ NOW for Continuous Learning Events m

Retrieve Student Profile

First Matme: I [}\5
Lazt Mame: I

Email: I

Supervisor Email: |

Figure 98: Retrieve Student Profile window

4. Under the Search For Student heading, enter one or more of the following: a
student’s SSN (Social Security Number), and/or their First Name, and/or their
Last Name, their Email, and/or their Supervisor Email, then click on the Search
button. Typically it’s easiest to search by a student’s Last Name.

5. A list of names will result from a search (unless you search using a student’s SSN).
You should select the SSN of the student whose training history you're seeking by
clicking on their Social Security Number in the SSN column (see Figure 99).
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ACQ NOW for Continuous Learning Events Main Menu

Student Profile Selection

- Click on & student's name to update the student's profile.

- Click on & student's S5 to login as the student.

- Click on & student's email to send an email to the student.

- Click on & supervizor's email to send an email to the supervizor.

- Clicking on & column title wvill sort the list of student regords by that column.

Order By: Last Name, First MName /

Studert's Mame 1) b= Sup =0r'z Email
363-12-6923 1281972 | Cwilismi@sol.com dimaddrelifasmr com

Page 1 of 1

Figure 99: Student SSN link

6. At the confirmation box click on the OK button to continue (see Figure 100).

Microsoft Internet Explorer

“‘?r’j Student logon For Quilliam, John, Click the ok button to continue.,

(04 ] [ Cancel

Figure 100: Confirmation box — Click OK to continue

7. A summary of the student’s progress towards earning 80 CL points is displayed
(see Figure 101).

ACQ NOW for Continuous Learning Events Main Mnu

Welcome John - here is a summary of your progress toward earning 80 Continuous Learning
{CL) points every two years:

Currently, your two year period ends: 10/1/2006
ACQMow CL points earned this period: a
Points needed: a0

If wou do not have any upcoming CL events scheduled, vou might consider the following
rmethods of earning points to help you meet the goal:

- a Dal Web based course (click here)

- a Dal Continuous Learning Module (click here)

- an AFIT Module {click here)

Figure 101: A view of CL Student Training History
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8. Clicking the Continue button at this point will direct you to the Student menu. It
is more likely that you will wish to return to the Training Manager menu. To return
to the Training Manager menu, close the Student Training History window using the
browser’s exit button (.ﬂ). The Student Profile Selection window opens again.
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18. Student Profile

Maintaining accurate student profiles is a continuing requirement that may involve a
Training Manager retrieving and updating student records. This Chapter explains an
efficient way of doing so.

1. First Sign In to the ACQ Now CL System.

2. Under Student Management click on Student Profile (see Figure 102).

Student Management

Search or Sign in as Student
Event Attendance Report
Wiewy Student CL History
Manage CL Periods

Student Prafile

Figure 102: Student Profile link

3. The Retrieve Student Profile window opens (see Figure 103).

ACQ NOW for Continuous Learning Events m

Retrieve Student Profile

First Matme: I [}\5
Lazt Mame: I

Email: I

Supervisor Email: |

Figure 103: Retrieve Student Profile window

4. Under the Search For Student heading, enter one or more of the following: a
student’s SSN (Social Security Number), and/or their First Name, and/or their
Last Name, their Email, and/or their Supervisor Email, then click on the Search
button. Typically it’s easiest to search by a student’s Last Name.
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A list of names will result from a search (unless you search using a student’s SSN).
You should select the name of the student whose record you’re seeking by clicking

on their name in the Student’s Name column. Note there may be several pages
to view if the Last Name you searched on is a common one.

Figure 104: Student’s Name link

6. The student’s record or Profile opens (see Figure 105).
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ACQ NOW for Continuous Learning Events Main Menu

Update Student Profile

Complete and/or verify the information below. Be sure to be as accurate as possible, misinformation
may prevent this student's application(s) from being processed.

sdent Infarmation

Student Information

SSM:111-00-1111 Date of Birth: |Jan |01 v |[1926 v| Gender:

First Ilame: Middle Initial: Last Hame:|‘f'c'l'lf>ilEr

Home Street: |123 “eager Parkvway | City: |Fairborn |

State: 7P Code: 45234 || |

Pay Plan: Pay Grade: Disahilities: Acquisition Coded: Yes

Flease enter your Civilian Job Series below . Please enter 15t 3 characters of your AFSC
Civilian Job Series: [1102 ie., 0123 Duty AFSC: I:Ie.g., B34 or 3P L] contractor

Current CL Tracking Period Starts: 10/1,/2006 Current CL Tracking Period Ends: 10/ 22005

Acquisition Workforce: ®ves ONa  Certification Date: |OCT VHD'I v||2005 v|

Position Functional Category: | Contracting W |

Certification Level Achieved: Position Certification Level Required:

MAJCOMBase: | AFMC - WPAFE v

OrganizationFull Office Symbol: (Example: 346 TW/CCD) |345 TMICCD |

Duty Address: |33 Airport Road | city: [Fairborm |
State: ZIP Cn(le:- I:I

Country Where Currently Located: | UNITED STATES OF AMERICA v
Phone: 555 |- 555 |- [ssss | ext.| |

DSH Country Code: | | psi: | |- | lext. |

Fac | | |

Important! Since ACQ Mow uges email to notify students, ensure you enter your correct email address.
If it iz not ertered correctly, you will not be informed about your enrollment.

Email: |a'rt8881u@asmr £om

Contact Infarmation

Supervisor: |D Maddrel |

Phone: 555 |- 444 | [3333 | ext.| |

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

Email: |dmaddrell@asmr.cnm |

Important! An optional email address may be entered as designated by local policy. Please contact your
BazeMAJCOM training manager to determine if an optional email address should be entered, and if =0, the correct
etnail address. To obtain your BaseMAJICOM POC, click on ACS Movy POC Look Up onthe main menu, select your
BazeMa oo from the drop-down table, and then click on the Find by POC button.

Email: | dmaddreli@asmr . com |

Update Profile

Figure 105: Update Student Profile window

7. You may update the student’s record or profile from this page and store the result
by clicking the Update Profile button.
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19. CL Participation Reports

1. First Sign In to the ACQ Now CL System

2. Click on the CL Participation Reports link (see Figure 106).

IEvent Reports |

Figure 106: CL Participation Reports link

3. The Retrieve Continuous Learning Report window opens with a drop-down
menu of options (see Figure 107).

ACQ NOW for Continuous Learning Events Main Menu

Retrieve Continuous Learning Report

Fill out the fields below to retrieve a report. Fields in italics are required.  Click the 'Get Report’
button to retrieve the report generated using your criteria.

Report Name® b

* denotes & reqilived field
CL Participation by Unit

Attendes Report )
CL Participation by MAJCOMSUBCKMD jail us now.
Clazs Fill
THIS WEBSITE I[Cortinuous Learning Schedule Privacy and Security Hotice.
Evert Evalustion Summaty

Quats Lhilization

Student Wait List

Studert Walk-In/CancelationMa-Show
Workforce Participation And Achievement
CL Email Templates

Figure 107: Retrieve Continuous Learning Report window

4. For a description of all learning reports available from the Retrieve Continuous
Learning Report window, see Paragraph 5, Page 68
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20. Individual CL History

From time to time, Training Managers may need to know the progress made by a student
in attaining CL points. One option is for the Training Manager to Sign In as if he/she were
that student. An alternative way of monitoring student progress is to use the View CL
Student History feature (see Page 78 for an explanation). A third way to do so is by
using the Individual CL History feature which is described here.

1. First Sign In to the ACQ Now CL System.

2. To pull up a student’s CL history, click on the Individual CL History link (see
Figure 108).

CL Paticipation Reports

Individual CL Histary

Figure 108: Individual CL History link

3. The Retrieve Student Profile window displays. For a description of the options
available from this window see paragraph 3 onwards on Page 62.
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21. Event Reports

ACQ Now CL provides a wealth of information related to student, unit, command, and
workforce performance. This feature provides access to eleven reports that can be

customized as required.

1. First Sign In to the ACQ Now CL System.

2. To generate an Event (or Class) management report, click on the Event Reports
link under Generate Reports (see Figure 109).

Reports
CL Paticipation Reports
Incliviclual CL Histary

Figure 109: Event Reports link

3. The Retrieve Continuous Learning Report window opens with a drop-down
menu of options. For an explanation of the options available from the Retrieve
Continuous Learning Report window, see paragraph 3, Page 67.
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22. Build a List

1. First Sign In to the ACQ Now CL System.

2. To build a mailing list, click on the Build a List link (see Figure 110).

Mailing List

Build & List

Figure 110: Build a List link

3. The Build a List window opens (see Figure 111).

ACQ NOW for Continuous Learning Events Main Menu

Build A Mailing List

Fill out the fields below to build & mailing list. Fields in #z/ics are required.

If you do not select an Organization, you must select an Event or Career Field.
Click the "Submit' button to build a mailing list that matches your criteria.
Frocessing may take a while s0 please be patient.

Organizations w

Event Mame Hold down =Clrl= to select maltiple events

17th Contracting Squadron

2004 AF Acquisition Training Managers Conference
2006 USMC Acquisition Excellence Day

355 CONS Squadron Training

7.10test

[21E

| £

Event Location Haold down =Clrl= to select multiole events

AFCEE - Air Force Certer for Environmental Excellence - 14 Apr 2006-=05 Jun 2006 s
AFCEE - Ajr Farce Certer far Environmental Excellence - 14 Apr 2008-=05 Jun 2006 =
AFCEE - Air Farce Center for Environmental Excellence - 18 May 20068-=19 May 2006
AFIT - 01 Jan 2003-=01 Jan 2003
AFIT - 15 Mar 2003-215 Mar 2003

| £

Career Field Haoled down <Clrl= to select maltiole career figlds

BUSINESS, COST ESTIMATING AMD FINAMCIAL MANMAGEMENT
COMTRACTING

FACILITIES EMNGINEERING D
INDIUSTRIAL PROPERTY MGT.
INFORMATION TECHMOLOGY

Pricrity 1 T2 s

|

€

Supervisor Status | [ Pending | Approved [ Cancelled | Disapproved [ Al

Registration Status| [ pending | Reservation [ wisit [ Canceled | Disapproved [ Al

Evalustion Statuz | [ complete | Incomplete [ A

Email Recipients* | W Studert [ Supervisor [ Poc

* denotes g requived field

Figure 111: Build a List window
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10.

The Build a List window offers a number of options that help direct an email to
only those who need to receive it. By carefully completing each of the text boxes
under List Of Options To Build a Mailing List you can build and store your own
library of mailing lists for future use. The following information describes the
options for completing each text box.

The Organizations drop-down menu offers a list of organizations that have
scheduled events in ACQ Now CL. Choosing an organization from the drop-down
menu, and checking one or more boxes beside Email Recipient at the bottom of
the window, will result in a mailing list comprising recipients in that organization.
If you do not wish to add any of the listed organizations to your mailing list, you
must choose at least one Event or Career Field from the options that follow.

Choose one or more Events from those listed in the Event Name drop-down
menu. If you have already selected an organization, only those Events associated
with that organization will be listed in the drop-down menu. If no organization is
selected, the drop-down menu offers a list of all scheduled events in ACQ Now CL.
You may choose to send your email to participants in more than one event by
holding down the <Ctrl> key and clicking on more than one Event in the drop-
down menu; if you do, participants associated with all the selected events will be
added to your mailing list.

Choose one or more locations from those listed in the Event Location drop-down
menu. If you have already selected an organization and/or an Event, only those
locations associated with that organization/Event will be listed in the drop-down
menu. If no organization/Event is selected, the drop-down menu offers a list of all
scheduled locations in ACQ Now CL. You may choose to send your email to
participants in more than one location by holding down the <Ctrl> key and clicking
on more than one location in the drop-down menu; if you do, participants
associated with all the selected locations will be added to your mailing list.

The Career Field drop-down menu allows you to select members of specific career
fields within the AT&L workforce to address your email to. If you've already
narrowed your mailing list by limiting it to specific organizations, Events and/or
locations, selecting specific career fields further limits the distribution. Again you
may choose to send your email to members in more than one career field by
holding down the <Ctrl> key and clicking on more than one career field in the
drop-down menu.

The Priority check boxes allow mailing lists to be directed at members of the AT&L
workforce with specific learning requirements. Check one or more boxes
dependent upon whether your mailing list is to include:
a. Priority 1 students - those in the Acquisition Workforce who have not yet
met their 80-point requirement.
b. Priority 2 students - those in the Acquisition Workforce who have met their
80-point requirement.
c. Priority 3 students - those not in the Acquisition Workforce.
d. All students

The Supervisor Status check boxes allow you to limit the distribution of your
mailing list based on whether you want email to reach those supervisors with
responsibility for students with Pending, Approved, Cancelled, Disapproved, or
All four categories of applications. You may check one or more check boxes; if

88



ACQ Now CL & AFIT Now Training Manager User’s Guide — October 07

11.

12.

13.

none are checked, no supervisor will be added to your mailing list.

The Registration Status check boxes allow you to limit the distribution of your
mailing list based on whether you want email to reach those students with
Pending, Reservation, Wait, Cancelled, Disapproved or All five categories of
applications. You may check one or more check boxes; if none are checked, no
student will be added to your mailing list.

Evaluation Status refers to when the Event occurred. If the event is Complete it
has already occurred; if Incomplete it's either being held now or scheduled for a
future date.

When you have decided on a distribution for your email list, click the Submit
button to Build a List. The Save Mailing List window displays (see Figure 112).

ACQ NOW for Continuous Learning Events Main Menu

Save Mailing List

To save a new mailing list, select the 'New Mailing List' option and click the "Save Mailing List'
button. To append recipients to an existing mailing list, select the "Append Recipient(s)' option and
Click the ‘Append Recipient(s)" buttan.

Page 1of 1

Recipient Mame Recipient Email

Johin W Quilliam Cuiliam@anl. com
Page 1o0f 1

Mailing Options

Save Options: | ® Mew Maiing List © Append Recipient(s)

List Name: ||Priority 1 studert list |

Save Mailing List

Figure 112: Save Mailing List window

14. The Save Mailing List displays the recipient(s) hame and email address and offers

Mailing Options to save as a New Mailing List (the default option) or to
Append Recipient(s). However, before changing the default value, save your
mailing list under a name you’ll recognize later. To do so enter the name in the
List Name text box, then click the Save Mailing List button. A message confirms
your mailing list has been saved (see Figure 113).

ACQ NOW for Continuous Learning Events Main Menu

Save Mailing List

The mailing list has been saved successfully.

Figure 113: Save Mailing List window
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23. Edit a List

1. First Sign In to the ACQ Now CL System.

2. Click on the Edit a List link (see Figure 114).

Build & ailing List
Edlit Mailing List
Send Group Email

Figure 114: Edit a List link

3. The Edit a List window opens (see Figure 115).

ACQ NOW for Continuous Learning Events Main Menu

Edit a List

Select a mailing list and action to perform.

Mziling List Edit =
Mailing List Mame: | w |
Action: | Upiste Mailing list “ |

| Submit |

Figure 115: Edit a List window

4. Select the mailing list you wish to edit from the Mailing List Name drop-down
menu (see Figure 116).

ACQ NOW for Continuous Learning Events Main Menu

Edit a List

Select a mailing list and action to perform.

Mailing List Edit Selection

Mailing List Matne: w

Action:

Dizcovery Map 2 list
dropDovenTest

Intermediste Logistic Modeling
haragement and Leadership

Wy Training List

Figure 116: Mailing List Name drop-down menu
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5. Now select the kind of edit you wish to make by choosing an action from the
Action drop-down menu (see Figure 117).

ACQ NOW for Continuous Learning Events m

Edit a List

=elect a mailing list and action to perform.

Mailing List Mame; My Training List b

Action:

“iew andfor Delete Recipient(s)
Delete Mailing List

Figure 117: Action drop-down menu

6. There are four options you may choose from:
« Update Mailing List

Add Recipient(s)

» View and/or Delete Recipient(s)

» Delete Mailing List

7
L X4

oo

D3

The sequence to follow differs depending on which option is chosen. The use of each
option is explained below.

7. Update Mailing List. Select Update Mailing List as the Action and click on the

Submit button to continue (see Figure 118).

ACQ NOW for Continuous Learning Events

Edit a List

Select a mailing list and action to perform.

Izl List Edit =

Iailing List Mame: tuly Training List

Action: Update Mailing list

Figure 118: Mailing List Edit window with Action highlighted

8. The Update Mailing List: [Mailing List Name] window opens (see Figure 119).
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ACQ NOW for Continuous Learning Events Main Menu

Update Mailing List: My Training List

Fill out the fields below and click the 'Update Mailing List' button to update the mailing list. Fields in
italics are required.

Mailing List Information

Mailing List Name* |M\Jf Training List

Subject |

Comments
(3000 character limit)

Disclaimer
(1000 character limit)

*denotes & required field

Update Mailing List

Figure 119: Update Mailing List: [Mailing List Name] window

9. Enter your updates. Updates made here will appear as email text when opened by

recipients on this mailing list. Changes may be made to the Subject line of the
email; to Comments included in the body of the email; and/or to Disclaimer
information appearing at the bottom of the email. Note that only the Mailing List
Name is a requirement for this window. When you have made your changes, click
on the Update Mailing List button.

10. A confirmation message displays confirming the mailing list was updated (see
Figure 120).

ACQ NOW for Continuous Learning Events Main Menu

Update Mailing List: My Training List

The mailing list was successfully updated.

Figure 120: Update Mailing List window confirms successful update

11. Add Recipient(s). Follow steps 1 — 5 (above) then select Add Recipient(s) as
the Action and click on the Submit button to continue (see Figure 121).
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ACQ NOW for Continuous Learning Events Main Menu

Edit a List

Select a mailing list and action to perform.

Mailing List Name: || My Training List v|

Action: | Add Recipierts) v|

Figure 121: Add Recipient (s) selection

12. The Add Mailing List Recipient(s) window opens (see Figure 122).

ACQ NOW for Continuous Learning Events Main Menu

Add Mailing List Recipient(s) To: My Training List

Fill out the fields below and click the "Add Recipient’ button to add a recipient to the mailing list.
Fields in #alics are required.

Recipient Name®: | |

Recipient Emaitt: | |

* denotes @ required fiefd

Add Recipient

Figure 122: Add Mailing List Recipient[s] to: [Mailing List Name]

13. Add a Recipient Name, and a Recipient Email, then click on the Add Recipient
button. A confirmation message opens letting you know you’ve successfully added
a new recipient to the mailing list (see Figure 123) and providing further text boxes
should you wish to add another recipient.
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The following recipient was added to the mailing list.

Recipient Hame: Mike Crozs
Recipient Email: MCrossi@Baze mil

Figure 123: Confirmation Message highlighted - text boxes for further additions

14.View and/or Delete Recipient(s). Follow steps 1 — 5 (above) then select View
and/or Delete Recipient(s) as the Action and click on the Submit button to
continue (see Figure 124).

ACQ NOW for Continuous Learning Events Main Menu

Edit a List

Select a mailing list and action to perform.

Iailing List Ed
hailing List Mame: | iy Training List i |
Actian: | Wiew andfar Delete Recipient(s) i |

=

Figure 124: View and/or Delete Recipient[s]

15. The Delete Mailing List Recipients from: [Mailing List Name] window opens
(see Figure 125).
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ACQ NOW for Continuous Learning Events

Delete Mailing List Recipients From: My Training List

Select a recipient by clicking a check box by the recipient's name, Click the 'Delete Recipient(s)’
button to delete the selected recipient(s) from the mailing list,

Click here to delete all

Page 1 of 1

Recipiert Emai
r | GEORGE 0 DOGWOOD gitasstu@asmr com
r I JACOE SAMPSON I aibassupi@iasime . com
r I JANE ANDERSON I gitasshu@asmr, com
I I JEFF A DOE I aibasstEasmr, com
I JENMIFER. & FICKLE - aikasstaEasimr, Com
I 1 SETH P LIVINGSTOM AikasstpEasinr, COfn
r ] TYLER. Q HECKLER. AikasshSNaSir, COM
r I sibasstia@asmr.com

VIRGINIA WALTERS

Page 1001
[ et necieits) |

Figure 125: Delete Mailing List Recipients from: [Mailing List Name] window

16. Click in the check box beside an individual name to delete that person from the
mailing list or click the yellow-framed box at the top of the column to delete
everyone on the list. When your selection is complete, click on the Delete
Recipient(s) button. An alert box asks you to confirm the deletion (see Figure
126).

ACQ NOW for Continuous Learning Events

Delete Mailing List Recipients From: My Training List

Select a recipient by clicking a check box by the recipient's name. Click the 'Delete Recipient(s)’
button to delete the selected recipient(s) from the mailing list,

Page 1 of 1
| et T
| ™ | eeoreeopocwoco | stasstumasme.com '
F | SRS Microsoft Internet Explorer
I~ JANE ANDERSON
= ' JEFF A DOE \g) Aré you SUre yiou want bo delete the recipient(s).
| ewarer A Ficke
| sempuvinasTON | |
r | Tver Q' HECKLER aitasshu@asmr . Com
o [ VIRGINIA WALTERS [ gitazsty@asnir . con
. Page 1of 1

Figure 126: Delete Mailing List Recipients window with Alert Box
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17.Click OK to confirm the deletion; click Cancel to close the message and change
your selection in the Delete Mailing List Recipients window.

18. Delete Mailing List. Follow steps 1 — 5 (above) then select Delete Mailing List
as the Action and click on the Submit button to continue (see Figure 127).

ACQ NOW for Continuous Learning Events Main Menu
Edit a List

Select a mailing list and action to perform.

Mailing List Mame: | iy Training List w |

Action: | Delete Mailing List

Figure 127: Delete Mailing List selection

19. To delete this mailing list, simply click on the Submit button. A warning message
asks you to confirm the deletion (see Figure 128).

Microsoft Internet Explorer, ['5_(|

\gj Are wou sure you wank ko delete the selected mailing lisk?

[ Ok l [ Cancel

Figure 128: Warning Message

20. Click OK to confirm the deletion; click Cancel to close the message and change
your selection in the Mailing List Edit Menu window. Once you’ve chosen OK
you are returned to the Edit a List Menu to make further selections as
appropriate.
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24. Send a message

1. First Sign In to the ACQ Now CL System.

2. Under the Email Menu, click on the Send a message link (see Figure 129).

Mailing List

Send a message

Figure 129: Send a message link

3. The Send a message window opens (see Figure 130).

ACQ NOW for Continuous Learning Events Main Menu

Send a message

Fill out the fields below to send an email. Fields in italics are required.
Click the 'Send Email’ button to send the email.
Processing may take a while so please be patient.

Mailing List* | v |

Subject | |
Zend Fram acgnovvcli@randolph.at.mil

ZSave Information e O ves

Comments

(2000 character limit)

Dizclaimer
(1000 character limit)

*denotes g required figld

Figure 130: Send a message window

4. Select a list from the Mailing List drop-down menu; the Subject, Comments and
Disclaimer text boxes may display information previously entered as part of the
selected Mailing List. The Send From box is pre-filled with
acgnowcl@randolph.af.mil as all emails originate from the AC Now CL system. You
may update information in the Subject, Comments and Disclaimer text boxes or
send the email as it first appears (see Figure 131).
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ACQ NOW for Continuous Learning Events Main Menu

Send a message

Fill out the fields below to send an email. Fields in #alics are required.
Click the 'Send Email' button to send the email.
Frocessing may take a while so please be patient.

Maijiing List* | Rty Training List .’ |

Subject |Reminder of CL requirement |
Zend From acgnovwclg@randalph.at mil

Save Information * po O ves

Comments All students are reminded that....

(2000 character limit)

Dizclaimer A recuired .|
(1000 character limit)

*genotes g reqiiived field

Figure 131: Send a message window

Click the Send Email button to send the email as displayed.
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25. ACQ Now Help Desk

1. Click on the ACQ Now Help Desk link under Help (see Figure 132).

AC0 Mowe Help Desk

Figure 132: ACQ Now Help Desk link

2. The Welcome to the Help Desk window opens (see Figure 133). Enter your
Email address and Password in the Logon box at the top left of the window, then
click the Logon button to reach the Help Desk.

i T
. ,
e | AF Continious Learming
Password :|
Forgot Password? % /

L

Please sign in below:

Social Security Ho: l:l- l:l— l:l

Logon!

Figure 133: Welcome to the Help Desk window
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26. AF CL Policy
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27. FAQs

1. Click on the FAQs (Frequently Asked Questions) link under Help (see Figure 132)

ACC Mow Help Desk
AF CL Palicy

;ﬁh
tt Suide for Training

hManagers

Uzer Manusal

Figure 134: FAQs link
2. The FAQs window opens (see Figure 135). Click the Help Desk Email link to ask a

question or request a copy of Frequently Asked Questions.

ACQ NOW for Continuous Learning Events Main Menu

Frequently Asked Questions [FAQ's)

Help Desk Email: aconowcl@randalph. af mil

Questions? Problems? Suggestions? FPlease email us now,

THIS WEBSITE IS FOR OFFICLAL USE OMLY - Click here to wiew Privacy and Security Motice

Figure 135: Email link for FAQs
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28. Quick Start Guide for Training Managers

The Quick Start Guide for Training Managers explains the common functions used by
Training Managers without providing the full level of detail available in the Complete User
Manual. The guide is available to any member of the Acquisition workforce but is
designed to support the specific needs of Training Managers. “Quick Start” links provide
ready access to the typical tasks undertaken by a Training Manager.

1. Itis not necessary to Sign In to the ACQ Now CL System to view and/or print the
Quick Start Guide for Training Managers.

2. Click on the Quick Start Guide for Training Managers link under Help (see

Figure 136).

ACC Mowe Help Desk

AF CL Palicy

FAQS

Gick Start Guide for Training

hanagers
Uzer Manual

Figure 136: Quick Start Guide for Training Managers link

3. The Quick Start Guide for Training Managers opens in a new window as an
Adobe .pdf file (see Figure 137).

ACH Mow CL & AFLT Now
Training Managers” Quick Start Gulde

e an sxplanton of its fucten.

Figure 137: Quick Start Guide for Training Managers

4. The Quick Start Guide provides summary information on the purpose of each of the
main menu sections. Click any item in the main menu (shown on the left of the
page) to jump directly to the relevant chapter in the Training Manager User’s
Guide. Use your browser’s back button to return to the Quick Start Guide or
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explore the Training Manager User’s Guide from its interactive Table of Contents.
Click on an item in the Guide’s Table of Contents to go directly to the relevant
section describing that item (see Figure 138).

Table of Contents

Table of Contents. ... icciciicscnrr s s s s s s s m e manas 3

Training Manager Quick Start Menu......... .5
; Current Document

About this Manual..................... ... CTRL + click to Follow link |- &

Introduction....cccccvrenieevenencen e IR, ... SToese e s s st s e R e R e s TR 9
i T mee 1 S A= E (LS minte]s . o6i0 000000000000 0000000000000000000000000000000000000 )
i, How Can Continuous Leaming Benefit Ma? o 2
iii. What iz AC0 Mow Continuous Learmimg? oo oinieinsninsnns El
iw, How Can a Mew Student Acosss the ACO Mow CL website? i, 2
v, RE @@ 1 mEEs e EL @8 nooonooon000000000000000000000000000000000000000000000000 9
vi. Who May Participate in Continuous Learning Events?. e ia
vii. How Do IRegister for Continuous Leaming Everts? .o ia
will,  @unar Ussiwl LinlS000000000000000000000000000000000000000000000000000000000000000000000 ia
iz, The AT Mow CLYWebsbe s o 11

Figure 138: Table of Contents showing direct links

5. An alternative means of accessing information is provided by Quick Start links.
The Quick Start links can be found on Page 3. Training Managers in particular will
find Quick Start Links useful as they are designed to assist those new to ACQ Now
CL master common tasks and procedures. As with the traditional Table of
Contents, Quick Start links will take you directly to the information you need.
Quick Starts differ in that they are indexed by the tasks common to all Training
Managers. Clicking on the task you need help with takes you to an explanation of
that task and reminds you of the main menu links to be used. The six Quick Start
links are:

7
°

How do | begin to use ACQ Now CL as a Training Manager?
How do I manage an event?

How do I review a student’s profile or training history?
How do | create an Event?

How do I find metrics on workforce training performance?
How should | communicate with students and colleagues?

e

%

X3

8

®,
°

e

A

5

%
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29. User Manual

The ACQ Now CL & AFIT Now User’s Guide explains the functional use of the ACQ Now CL
system with in-depth documentation on all its features. The manual is available to any
member of the Acquisition workforce but is designed to support the specific needs of
Training Managers, Students and Supervisors. The manual provides guidance on all
features of the ACQ Now CL system and is organized to complement the main menu,
found on the left of all windows in the system. An additional option is to use “Quick Start”
links to provide guidance on the typical tasks undertaken by a Training Manager. These
links are available from a table of contents and are cross referenced to the main menu.

1. Itis not necessary to Sign In to the ACQ Now CL System to view and/or print the
User Manual (also known as the Training Manager User’s Guide).

2. Click on the User Manual link under Help (see Figure 139).

lzer Manusal

Figure 139: Complete User Manual link

3. The User Manual opens in a new window as an Adobe .pdf file (see Figure 140).

ACQ Now

For Continuous Learning Events

&
AFIT Now

-
,ACQ Now
= for Continuous

Lealmng

Training Manager
User’s Guide

with Quick Start Guide
Revised October, 2007
Uritad Statas alr Forn row
Arguisition Teaning Offioe.
T E Blrwat Wesl Suite 5
Fandslph AFB. TX TH130-4350

Figure 140: Complete User Manual
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4. Page 4 of the manual begins an interactive Table of Contents. By clicking on an
item in the Table of Contents, a user is taken directly to the relevant section
describing that item.

Table of Contents
- = I e I I k]
ABRCUT THIS MAMIAL oo vev s s siinn i

cono S

AT e ] e ] Current Docurment LB
CTRL + click to follow link

i What iz Cortinuous Leaming® L2

i Haow Can Continuous Leaming Benefit Me? oo g
iii. What iz 200 Mow Continuous Learmimg? oo g2
in, Haow Can a Mew Student Acoess the ACD Mow CL website? i, =]
v, How do I rneet the CL Goal?o 2
vi. Whao May Participate in Continuous Learning EventSo oo El
vii. How Do IRegister for Continuous Leaming Events? v, a
ol @R Ue=il L3 0so00000000000000000000000000 00000000 00000000 5000 5000 5000 500G H00E 4G 2
iz, The ACG Mow CLYWebsba s a

Figure 141: Table of Contents showing direct links

5. An alternative means of accessing information is provided by Quick Start links.
The six Quick Start links can be found on Page 7. Training Managers in particular
will find Quick Start Links useful as they are designed to assist those new to ACQ
Now CL master common tasks and procedures. As with the traditional Table of
Contents, Quick Start links will take you directly to the information you need.
Quick Starts differ in that they are indexed by the tasks common to all Training
Managers. Clicking on the task you need help with takes you to an explanation of
that task with a reminder of the main menu links to be used. The six Quick Start
links are:

KD
£X4

How do | begin to use ACQ Now CL as a Training Manager?
How do | manage an event?

How do I review a student’s profile or training history?
How do I create an Event?

How do I find metrics on workforce training performance?

7
X4

>

7
°

KD
°

5

%

How should I communicate with students and colleagues?
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Workforce Participation And Achievement ...... 75
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User Feedback Request

We are constantly working to improve our technical manuals and user guides. If you
are aware of any inaccuracies or omissions in this guide, please help by forwarding a
description that references:

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

If you’'d like to offer a suggestion on how we might better support your user
community, we’d like to hear about that too.

Please email your feedback and suggestions to:-

ACONowCL@randolph.af.mil
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