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INTRODUCTION  
About ACQTAS for Continuous Learning Events 
In 2002, the Under Secretary of Defense for Acquisition and Technology established new 
requirements for Acquisition Workforce members to participate in “Continuous Learning” 
events.  Every Acquisition Workforce member has a goal to earn 40 Continuous Learning 
(CL) points each year and is required to earn 80 CL points every two years through a 
variety of Events which include DAU, local training events, conferences, rotational 
assignment, and other professional events. 

The Department of Defense (DoD) is committed to helping all Acquisition Workforce 
members stay up-to-date in both their technical discipline and their acquisition 
professional development.  To assist you in that endeavor, the Director, Acquisition 
Career Management (under the DoD for Acquisition) has developed a system to advertise 
Continuous Learning events and encourage on-line request and tracking of Continuous 
Learning credits for all members of the Acquisition Workforce. 

ACQTAS for Continuous Learning Events is the DoD’s web-based system to obtain credit 
for a wide variety of CL events you have attended.  Use the ACQTAS for Continuous 
Learning (CL) Events system to submit requests for CL events and keep track of the CL 
points you have already earned. 

Workforce members who are working on certification requirements by taking DAU classes 
are automatically credited with CL points for those events.  After you have earned at 
least 80 points within two years, ACQTAS notifies you and your Supervisor of your 
success.  You also receive a DoD Continuous Learning Certificate of Achievement.  
Everyone must “renew” their CL certificate every two years by earning 80 more points to 
meet the goal. 

To find out more about CL please visit the website:  http://www.dau.mil/doddacm/ 

http://www.dau.mil/doddacm/�
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About this Manual 
• Bolding – Words printed in bold letters appear exactly that way on the Web site. 
• The term text box refers to a place on a form where text is required.  Enter text 

directly from the keyboard or select an item form a drop-down list located to the right 
of the text box (where available).  The availability of a drop-down list is shown by an 
arrow symbol ( ).  Drop-down lists allow only one option to be placed in the 
corresponding text box. 

• When referring to a specific area of a window, an item may be highlighted in an 
accompanying graphic or “Figure”.  The convention used is to draw attention to the 
item with an arrow.  An example of this convention is shown in Figure 1.   

 
Figure 1: Arrow Convention 

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

• Icons ( ) are used to draw attention to special features.  Often an icon will also act 
as a button to present additional information. 

• Event – The term Event refers to a type of learning activity or class, like Chemistry 
101 or Discovery Map Training.  Since CL Points can be awarded for learning done in 
classroom and non-classroom settings, Event is used rather than Class.  

• Location – The same event can be held at many different locations and on different 
days at each location.  
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GETTING STARTED 
Who May Participate in Continuous Learning 
Events? 
The DoD Continuous Learning Program is targeted for members of the Acquisition 
Workforce.  All DoD members may participate in CL Events, but only Acquisition 
Workforce members need to track their CL points to meet DoD requirements.  Graduation 
from DAU classes is automatically credited to the CL point total.  

How Do I Register for Continuous Learning 
Events? 
Most of the information that you need to request enrollment is already in the ACQTAS 
system.  Log on to the ACQTAS for DAU Training site; click Apply for Training; browse 
through the catalog to see what events are available; and submit your application for the 
events that best meet your needs.  Note that only courses from the Continuous Learning 
Modules apply towards Continuous Learning Points.  Be sure to select the radio button 
next to the Continuous Learning Modules option before browsing the catalog.  For further 
information on applying for a course, refer to the ACQTAS for DAU Training User Manual 
once you access the ACQTAS for DAU Training site.  

How Do I Request Continuous Learning Points? 
ACQTAS helps you request approval from your Supervisor.  If you have requested and 
received your Supervisor’s approval through the system and successfully completed a CL 
event, you obtain credit towards the 80 point goal.  Graduation from DAU classes is 
automatically credited to your CL point total for those events.  Additionally, if you have 
completed a DAU course for certification in the last year, that course is also automatically 
entered into your CL record. 
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 ACQTAS for CL Events Student Interface 
Student Log In 
As a Student, you are required to Sign In to the system with either a Common Access 
Card (CAC) or your Social Security Number (SSN) and Date of Birth (DOB).  Once you 
have entered the ACQTAS for Continuous Learning Events site, you may request credit 
for CL Events that will help you meet your CL requirement.  You also may keep track of 
how many “points” you have earned toward your ACQTAS CL requirement, transfer your 
CL “points”, and view your CL Certificates. 

Student Home Window 
1. To log on to the ACQTAS system as a Student, navigate to: 

https://www.atrrs.army.mil/channels/acqtascl/default.asp.  

2. Read the displayed Privacy and Security Notice.  Click the I Agree button.  The 
ACQTAS for CL Events Home window opens.  Make a selection from the menu on 
the left to use the ACQTAS for CL Events system.  Note that users are required to 
Sign In before the system allows access to the selected menu item.  For 
information on the Register for Ethics Training link, refer to Appendix A: Register 
for Ethics Training Link.  

 
Figure 2: Student Home Window 

 

https://www.atrrs.army.mil/channels/acqtascl/default.asp�
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Sign In 
The use of features in the ACQTAS for CL Events system as a Student requires a Sign In.  
To Sign In, use either your Common Access Card (CAC) or your SSN and DOB. 

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

 
Figure 3: Defense Agency Component 

4. If you prefer to use your CAC as your Sign In Option, skip to paragraph 8.  
Note: To use the CAC you must have both the DoD Root Certificate and your CAC 
identity certificate installed on your workstation. 

5. If you prefer to use your SSN and DOB as your Sign In Option, then click on 
the SSN and DOB radio button as shown in Figure 4. 

6. After clicking on the SSN and DOB radio button, the Social Security Number 
and Date of Birth entry boxes appear. 
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7. Enter your Social Security Number in the appropriate text boxes, and select 
your Date of Birth from the drop-down lists, as shown in Figure 4 (after you 
enter your SSN and DOB, skip to paragraph 15).  

  
Figure 4: SSN and DOB sign in 

8. Users with a Common Access Card (CAC) may use their card to Sign In to most 
military sites.  The CAC card is a Department of Defense issued smartcard used 
for various tasks, which include user authentication, e-mail encryption, and secure 
computer log-ins. 

9. To Sign In with a CAC you must have both the DoD Root Certificate and your CAC 
identity certificate installed on your workstation.  These certificates are digital 
documents that provide the identity of a web site or an individual.  If you do not 
have the DoD Root Certificate or your CAC certificate installed, you should contact 
your system administrator or Sign In with your SSN and DOB.  If at any time 
during Sign In you are prompted for a missing certificate (see Figure 5) or to 
choose a certificate where no certificate exists (see Figure 6), contact your system 
administrator for assistance. 

  
Figure 5: Missing DoD Root Certificate 
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Figure 6: Missing Client Certificate 

10. 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 the set up and installation of 
ActivCard Gold or any other CAC reader software, contact your system 
administrator for assistance. 

11. At the website’s Logon window, ensure the Sign In 
Options radio button ( ) is set to CAC (see 
Figure 7) 

Figure 7: Sign in with CAC 

12. An alert box opens and asks for a 
valid digital certificate.  Select your 
valid identity certificate from those 
listed in the Choose a digital 
certificate alert box and click OK 
(see Figure 8).  Be aware you may 
have more than one certificate 
displayed (e.g. an E-mail certificate 
for Encryption or Signature).  If 
you select the wrong certificate, 
and the system does not allow you 
to Sign In, you must Close your 
browser and re-Open it, then 
select the appropriate certificate.   

Figure 8: Choose a Digital Certificate 
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13. The CAC Reader Software – Enter PIN text box opens (see Figure 9).  Enter 
your PIN (Personal Identification Number) and click the OK button.   

 
Figure 9: CAC Reader Software- Enter PIN text box 

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

15. If you belong to any Defense Contract Management Agency (DCMA), there is 
one more step in the Sign In process.  You must select the regional/subordinate 
organization to which you belong before you may access the main menu of the 
ACQTAS system.  Once the regional/subordinate organization is selected from the 
list, click Submit and Continue (see Figure 10). 

 
Figure 10: DCMA Log In 

16. Once you have successfully logged into the system, you are directed to the 
appropriate window based on the selection you made from the main menu.   
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ACQTAS for CL Events Student Menu 
The ACQTAS for CL Events Student Menu is located on the left-hand side of the 
window.  The menu is composed of a series of links, which are listed in the table below.  
Select a heading in the table to jump to the instructions for the corresponding menu link. 

Student Functions Menu 
Update Profile Transfer CL Points 

Request Cancellation CL Status 

Request CL Points CL Certificates 

Status of CL Request Logoff 

Resend Continuous Learning Request 
Email 

 

 
Figure 11: Student Menu 

Update Profile 
Use the Update Profile link to update the contact information in your Student profile. 

17. Click on the Update Profile link (see Figure 12).  Sign In if prompted.  

 
Figure 12: Update Student Profile Link 

18. The Student Profile window opens (see Figure 13).  The information you provide 
in this window is automatically copied to requests within the Request CL Points 
window.  



ACQTAS for Continuous Learning Events User Guide: Student 

January 2011 

10 

 
Figure 13: Student Profile Window 

19. Verify your personal details as they appear in all sections of the form.  Make 
updates as necessary.   

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

21. After you finish verifying and updating the information on the Student Profile 
window, click the Update Profile button at the bottom of the window to save 
your changes (see Figure 14). 
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Figure 14: Update Profile Button 

22. After you click Update Profile, the system saves the changes and a confirmation 
message displays (see Figure 15). 

 
Figure 15: Profile Update Confirmation 

Request Cancellation 
Use the Request Cancellation link to cancel CL points that you have already been 
awarded, to delete a pending CL points request, or to update and review previously 
submitted requests.  

 
Figure 16: Request Cancellation link 

23. The Requests for Continuous Learning Points window displays (see Figure 
17).  
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Figure 17: Requests for Continuous Learning Points window 

Cancel CL Points 

24. To cancel CL points already awarded, click on the red C icon ( ) to the left of 
the name of the event for which you want to cancel approved points (see Figure 
18). 

 
Figure 18: Click on the  to cancel CL points 

25. The Cancellation Request window displays (see Figure 19). 
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Figure 19: Cancellation Request window 

26. Provide a detailed explanation for canceling the points in the text box, then click 
on the Continue button.  A Cancellation Request Confirmation window 
displays (see Figure 20). 

 
Figure 20: Cancellation Request Confirmation window 

Delete Pending Request 

27. To delete a pending request, click on the gray X icon ( ) to the left of the 
name of the appropriate event (see Figure 21). 
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Figure 21: Click on the  to delete pending requests 

28. A confirmation window displays (see Figure 22). 

 
Figure 22: Confirmation window 

29. Click on the OK button to continue.  The Delete Confirmation window displays 
(see Figure 23). 

 
Figure 23: Delete Confirmation window 
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Update or Review 

30. To update or review any of the previously submitted requests listed, under the 
Event heading, click on the event name link (see Figure 24).  NOTE: You can also 
review Point Requests Processed by Supervisor by clicking under the Event 
heading on the event name link. 

 
Figure 24: Event Name link 

31. The Update Requested Continuous Learning Points window displays (see 
Figure 25). 
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Figure 25: Update Requested Continuous Learning Points window 

32. Update the provided information as necessary, and then click the Update 
Request button 
at the bottom of 
the window to 
save your 
changes.   

33. The Update 
Point Request 
Confirmation 
message displays 
(see Figure 26).  

 
 
 

Figure 26: Update Point Request Confirmation 
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Request CL Points 
Use the Request CL Points link to request your supervisor’s approval of CL points you 
have earned through participation in locally funded training events, experiential 
assignments, or professional events.  Note that you should not request approval of points 
earned by attending events for which you registered using ACQTAS.  This includes 
courses offered by the Defense Acquisition University (DAU).  The points you earned in 
those events were approved during the registration process and are automatically added 
to your official record in ACQTAS.  To review your current point status, click on CL 
Status under the Student Menu.   

34. Click on the Request CL Points link (see Figure 27).  

 
Figure 27: Request CL Points link 

35. The Request Continuous Learning Points window displays (see Figure 28). 

 
Figure 28: Request Continuous Learning Points window 
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36. Under the Event Information heading, enter the name of the event for which 
you want to be awarded CL points in the Name of CL Event text box (see Figure 
29). 

 
Figure 29: Name of CL Event text box  

37. In the Event Description text box, describe the event. 

38. Select the Event Type from the drop-down list (see Figure 30). 

 
Figure 30: Event Type 

39. Select the Start Date and End Date of the event in the drop-down lists.  Enter 
the Number of Points Requested in the text box.  Make any additional 
comments in the Comments text box (see Figure 31).  

 
Figure 31: Dates, Number of Points Requested, and Comments 

40. Update your Student Information, Student Contact Information, or 
Supervisor Contact Information as necessary (see Figure 32). 
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Figure 32: Student Information, Student Contact Information,  

and Supervisor Contact Information areas  

41. Click on the Submit Request button to continue. 

42. The Point Request Confirmation window displays (see Figure 33). 

 
Figure 33:  CL Point Confirmation window  
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Status of CL Request 
Use this link to view a listing of all previously submitted CL Point requests.  

43. Click on the Status of CL Request link (see Figure 34). 

 
Figure 34: Status of CL Request link  

44. The Requests for Continuous Learning Points window displays (see Figure 
35). 

 
Figure 35: Requests for Continuous Learning Points window  

45. For more information concerning deleting a pending request for Continuous 
Learning points, or canceling CL points already awarded, see the Request 
Cancellation section above. 

Resend Continuous Learning Request Email 
The Resend Continuous Learning Request Email link allows users to resend an 
application or point approval request to their supervisors.  

46. Click on the Resend Continuous Learning Request Email link (see Figure 36). 

 
Figure 36: Resend Approval Request Email link 
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47. The Resend Continuous Learning Request Email window displays (see Figure 
37). 

 
Figure 37: Resend Continuous Learning Request Email  

48. First, verify that the email address shown is correct, then click on the box next to 
the notification(s) you would like to resend, and press the Resend 
Notification(s) button (see Figure 38).  

 
Figure 38: Resend Notification(s) 

49. A confirmation message displays (see Figure 39).  Read the message, and then 
select an option from the menu on the left of the window to navigate away from 
the message.  
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Figure 39: Approval Request Resend Confirmation 

Transfer CL Points 
Use the Transfer CL Points link to transfer point requests from the Navy (Register-Now) 
or Air Force (ACQ now) CL systems.   

50. Click on the Transfer CL Points link (see 
Figure 40). 

Figure 40: Training CL Points Link 
51. To initiate the transfer of point request(s) from either of these systems, verify that 

the supervisor email address shown is correct, click on the box next to the point 
request(s) you want to transfer, and press the Transfer Point(s) button.  The 
system automatically submits the selected point requests to your supervisor for 
review and approval.  Note that the window is set up in a similar fashion to the 
Resend Continuous Learning Request Email window (see Figure 38). 

52. Note that not all users have point requests pending transfer.  These users see a 
red system 
message that 
states You 
have no point 
requests 
pending to 
transfer at 
this time (see 
Figure 41). 

Figure 41: Transfer CL Points 
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CL Status 
Use the CL Status link to view your continuous learning history.   

53. Click the CL Status link (see Figure 42). 

 
Figure 42: CL Status Link 

54. The Continuous Learning Training Status window opens (see Figure 43).   

 
Figure 43: Continuous Learning Training Status window 

55. Review the provided information carefully to make sure that you have received 
credit for all of your completed events.  The Request CL Points link under the 
Student Menu (see Figure 27) may be used to add continuous learning events that 
are not included in the list.  

56. A list of your upcoming continuous learning events is also provided under the CL 
Events Scheduled for the Current Two Year Period heading.  If you do not 
have any pending events, the message There are no CL events scheduled at 
this time displays (see Figure 43).  
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57. The system also provides a link to allow users to print their completion certificates 
from this window.  Events that have a certificate available are listed under the CL 
Events Completed for the Current Two-Year Period heading with the event 
name underlined.  Click on the event name to have an email sent to you with the 
certificate attached.   

 
Figure 44: CL Events Completed for the Current Two-Year Period 

58. If you have earned your 80 continuous learning points for the current two-year 
period, a link is provided that allows you to print a duplicate Continuous Learning 
Certificate of Achievement.  Select the Click here to view all Continuous 
Learning Certificates link.  

 
Figure 45: Click here to view all CL Certificates link 

59. The Print Continuous Learning Certificates window opens.  Click on a date link 
below the Begin Two Year Period heading to have a copy of the selected 
certificate emailed to you (see Figure 46).  

 
Figure 46: Date Link 
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60. To return to the Continuous Learning Training Status window, select the CL 
Status link under the Student Menu (see Figure 42). 

CL Certificates 
The Continuous Learning Certificates window allows user to print their earned 
certificates.   

61. Select the CL Certificates link (see 
Figure 47). 

Figure 47: CL Certificates Link 

62. The Continuous Learning Certificates window displays (see Figure 48).   

 
Figure 48: Continuous Learning Certificates window 

63. To print a certificate, click on the Yes link under the Certificate Earned column 
(see Figure 49).  If 80 points were not completed during the two year period, then 
a certificate is not available.  

 
Figure 49: Yes Link 
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Logoff 
Use the Logoff link to exit the system.  

64. Click the Logoff link (see Figure 50). 

 
Figure 50: Logoff Link 

65. A verification window displays.  Click OK to continue with the Logoff process, or 
Cancel to return to the ACQTAS for Continuous Learning Events system (see 
Figure 51).  

 
Figure 51: Logoff Verification Window 

66. When OK is selected, the verification window closes and a new message displays 
(see Figure 52).  Click Yes to complete the Logoff process by closing the 
remaining windows.  Click No to return and complete the Student Log In 
process.  

 
Figure 52: Close Window Message 
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Help Menu 
The Help menu is composed of a series of links, which are listed in the table below.  
Select a heading in the table to jump to the instructions for the corresponding menu link. 

Help Menu 
Frequently Asked Questions CL Policy Documents 

ACQTAS Demo ACQTAS CL Tutorial 

DoD Point Guidelines NGA CL Point Guidelines 

 
Figure 53: Help Menu 

Frequently Asked Questions 
Use the Frequently Asked Questions link to view a list of answers to commonly asked 
questions.  

67. Select the Frequently Asked 
Questions link beneath the Help 
menu (see Figure 54).  

Figure 54: Frequently Asked Questions Link 

68. The Frequently Asked Questions window displays (see Figure 55).  Review the 
list of answers to 
commonly asked 
questions.  If you still 
have questions after 
reviewing this manual 
and the Frequently 
Asked Questions, use 
the link at the bottom of 
the window to contact 
the ACQTAS Help Desk 
for further aid.   

 
Figure 55: Frequently Asked Questions window 
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ACQTAS Demo 
The ACQTAS Demo window is currently under construction (see Figure 56).  

 
Figure 56: ACQTAS Demo window 

DoD Point Guidelines 
Use the DoD Point Guidelines link to access the DoD Guidelines for Crediting 
Continuous Learning Activities.  

69. Click the DoD Point Guidelines link 
(see Figure 57). 

Figure 57: DoD Point Guidelines Link 
70. The DoD Guidelines for Crediting Continuous Learning Activities opens in a 

new window.  Note that the document is provided in PDF format.  Review the 
document.  If using Adobe Reader 9 or earlier, use the icons at the top of the 
window to print the document or save a copy of it to your computer (see Figure 
58).  If using Adobe Reader X, use the icons at the bottom of the window to print 
the document or save a copy of it to your computer.  

 
Figure 58: DoD Guidelines for Crediting CL Activities 



ACQTAS for Continuous Learning Events User Guide: Student 

January 2011 

29 

CL Policy Documents 
Use the CL Policy Documents link to access the Continuous Learning Policy for DoD 
AT&L Workforce Memorandum released on 13 September 2002.  

71. Select the CL Policy Documents link (see Figure 59). 

 
Figure 59: CL Policy Documents Link 

72. The Continuous Learning Policy for DoD AT&L Workforce Memorandum opens in a 
new window.  Note that the document is provided in PDF format.  Review the 
document.  If using Adobe Reader 9 or earlier, use the icons at the top of the 
window to print the document or save a copy of it to your computer (see Figure 
60).  If using Adobe Reader X, use the icons at the bottom of the window to print 
the document or save a copy of it to your computer. 

 
Figure 60: Continuous Learning Policy for DoD AT&L Workforce Memorandum 

ACQTAS CL Tutorial 
Use the ACQTAS CL Tutorial link to access the most recent published version of this 
guide.  
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73. Select the ACQTAS CL Tutorial link (see Figure 61). 

 
Figure 61: ACQTAS CL Tutorial link 

74. The File Download window opens (see Figure 62).  Select Open to view the file 
immediately in the appropriate program for the file extension.  Select Save to 
store a copy of the tutorial on one of your computer’s local drives.  Select Cancel 
to close the File Download window without viewing the tutorial.   

 
Figure 62: File Download 

75. When Open is selected, the File Download window closes and the most recent 
published version of this guide displays (see Figure 63).  

 
Figure 63: Tutorial Displays 
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NGA CL Point Guidelines 
Use the NGA CL Points Guidelines link to access the NGA CL Points Guidelines PDF 
document.  

76. Select the NGA CL Points Guidelines link (see Figure 64). 

 
Figure 64: NGA CL Points Guidelines Link 

77. The NGA CL Points Guidelines open in a new window.  Review the document.  If 
using Adobe Reader 9 or earlier, use the icons at the top of the window to print 
the document or save a copy of it to your computer (see Figure 65).  If using 
Adobe Reader X, use the icons at the bottom of the window to print the document 
or save a copy of it to your computer. 

 
Figure 65: NGA CL Points Guidelines Document 
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Links  
The Links menu is composed of a series of links, which are listed in the table below.  
Select a heading in the table to jump to the instructions for the corresponding menu link. 

Links Menu 
ACQTAS for DAU Training ACQTAS for Defense Acquisition 

Corps 

ACQTAS for Career Field Certification Privacy and Security Notice 

 
Figure 66: Links Menu 

ACQTAS for DAU Training 
78. Click the ACQTAS for DAU 

Training link, as shown in Figure 
67, to access the ACQTAS for DAU 
Training main window. 

Figure 67: ACQTAS for DAU Training Link 

ACQTAS for Career Field Certification 
79. Select the ACQTAS for Career 

Field Certification link, as 
shown in Figure 68, to access 
the ACQTAS for Career Field 
Certification main window.  

Figure 68: ACQTAS for Career Field Certification Link 

ACQTAS for Defense Acquisition Corps 
80. Click the ACQTAS for Defense 

Acquisition Corps link, as shown 
in Figure 69, to access the 
ACQTAS for Defense 
Acquisition Corps main window.  

Figure 69: ACQTAS for Defense Acquisition Corps Link 
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Privacy and Security Notice 
81. Select the Privacy and Security Notice link (see Figure 70).  

 
Figure 70: Privacy and Security Notice Link 

82. The Privacy and Security Notice window opens and displays the Privacy and 
Security Notice (see Figure 71).   

 
Figure 71: Privacy and Security Notice Window 
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Acronyms 
 

ACQTAS Acquisition Training Application System 

ARPRINT Army Program for Individual Training 

ATRRS Army Training Requirements and 
Resources System 

CAC       Common Access Card 

CC        Course Catalog 

CEU       Continuing Education Unit 

CL       Continuous Learning 

DAU  Defense Acquisition University 

DeCA  Defense Commissary Agency 

DCPDS Defense Civilian Personnel Data System   

DOB Date of Birth 

DoD Department of Defense 

DODICS Department of Defense Interest 
Computer System 

FAQ Frequently Asked Questions 

FY Fiscal Year 

IP Internet Protocol 

IRMC Information Resource Management 
College 

JTR Joint Travel Regulations 

MOB ARPRINT  Mobilization Army Program for 
Individual Training  

MTPS  Mobilization Training Planning System 

NAC  National Agency Check 

NISA  Network Infrastructure Services Agency   

ODCSPER  Office of the Deputy Chief of Staff for 
Personnel 
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POC Point of Contact 

POV Privately Owned Vehicle 

SMDR  Structure Manning Decision Review 

SSL  Secure Socket Layers 

SSN Social Security Number 

TBD To Be Determined 

TSACS Terminal Server Access Controller 
System 

USAITA  U.S. Army Information Technology 
Agency 

VAL Visit Authorization Letter 
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Figure 73: Register for Ethics Training 
Instructions Window 

Appendix A: Register for Ethics Training Link 
The ACQTAS for CL Events Home window provides a link to the Register for Ethics 
Training instructions.   

1. Select the Click Here to Register for Ethics Training link (see Figure 72).   

 
Figure 72: Click Here to Register for Ethics Training Link 

2. The window displays navigates to the 
instructions provided by the main ACQTAS 
system (see Figure 73).   

3. Review and follow the instructions to 
register for Ethics Training.  The 
instructions are also provided below. 

4. From the ACQTAS Student Main Menu, 
located at https://www.atrrs.army.mil/ 
channels/acqtas/default.asp, click on the 
Apply for Training link under the Student 
Functions section of the menu.  Note that 
users must Sign In before access to the 
menu is granted.  

5. First time users to ACQTAS must update 
their profile prior to applying for training.  If 
you are a first time user and are not 
automatically directed to the Update 
Student Profile window, select the 
Update Student Profile link from the main 

https://www.atrrs.army.mil/channels/acqtas/default.asp�
https://www.atrrs.army.mil/channels/acqtas/default.asp�
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menu.  Complete the profile information and click the Update Profile button at 
the bottom of the screen.  Once your profile is updated, click on the Apply for 
Training link under the Student Functions section of the menu. 

6. Select Continuous Learning Modules from the Training Category. 

7. Select Ethics Training for AT&L Workforce from the Course drop-down list. 

8. Press the Search button. 

9. Click on the Submit Application button at the top or bottom of the screen.  

10. Continuous Learning Modules are delivered via the DAU Virtual Campus at 
https://learn.dau.mil.  When you apply for a CL course, the welcome message and 
instructions come directly from DAU.  If you have any questions, problems, or 
suggestions about the course, contact the DAU Help Desk at dauhelp@dau.mil.  
Users have seven calendar days to complete the Ethics Training for AT&L 
Workforce course and thirty calendar days for all other DAU CL modules once 
enrolled.  Note that once enrolled, users are unable to drop or cancel from the 
course.  To browse any of the DAU CL training modules without receiving credit, 
navigate to the DAU Virtual Campus at https://learn.dau.mil. 

11. Note that although the Ethics training is required for all DoD AT&L personnel, a 
non-acquisition priority is assigned to all personnel who apply.  The priority has no 
impact on how soon users are able to access the course.  Users are placed on a 
wait list before they may access the training material.  The wait list works as a 
rolling admission.  With a rolling admission, once an individual with a reservation 
completes the training, the individual at the top of the wait list is able to begin the 
course.  The wait list ranking is based on each individuals date and time of 
application.  Once a user has been granted access to the course, he or she will 
receive a Course Welcome email from DAU.  

https://learn.dau.mil/�
mailto:dauhelp@dau.mil�
https://learn.dau.mil/�
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User Feedback Request 
We continually strive to improve our technical manuals and user guides.  If you are 
aware of any inaccuracies or omissions in this guide, please forward a description which 
references: 

• The title, date, and version number of the guide  
• The window or paragraph number to which you refer (if applicable).   
• The error or omission you’ve noted 
 
If you have a suggestion on how we may better support your user community, we ask 
that you share it with us. 
 
Please email your feedback and suggestions to UserGuides@asmr.com. 

mailto:UserGuides@asmr.com�
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