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tc "SECTION 1"1
Introduction

1.1   
What is Continuous Learning (CL)?
In 2002, the Under Secretary of Defense for Acquisition and Technology XE "Under Secretary of Defense for Acquisition and Technology"  established new requirements for acquisition workforce members XE "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 XE "40 Continuous Learning (CL) points each year"  and is required to earn 80 CL points XE "80 CL points"  every two years through a variety of Events including DAU XE "DAU" , local training events, conferences, rotational assignment and other professional events.  To find out more about CL please visit the website:

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

1.2   
The 4th Estate XE "4th Estate"  is Committed to Continuous Learning 

The 4th Estate XE "4th Estate"  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 XE "Director, Acquisition Career Management"  (under the 4th Estate for Acquisition) has developed a new system to advertise Continuous Learning Events and encourage on-line request and tracking of Continuous Learning credits for all members of the Acquisition Workforce.

1.3   
What is ACQTAS Continuous Learning?

ACQTAS for Continuous Learning is the 4th Estate XE "4th Estate" ’s web-based system for requesting Continuous Learning events and obtaining credit for a wide variety of CL events you have already attended.  By using the ACQTAS-CL system, you can submit requests for Continuous Learning events as well as keep track of the Continuous Learning points you may have already earned.

1.4   
How do I 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, ACQTAS-CL will automatically update your CL point total and notify you and your supervisor of your progress. After you have earned at least 80 points XE "80 points"  within two years, ACQTAS-CL will again notify your supervisor and you of your success. You’ll also receive a 4th Estate XE "4th Estate"  Continuous Learning Certificate of Achievement.  Everyone must “renew” their CL certificate every 2 years by earning 80 more points to meet the goal.
1.5   
Who May Participate in Continuous Learning Events
4th Estate XE "4th Estate"  Continuous Learning Program XE "4th Estate Continuous Learning Program"  is targeted for members of the acquisition workforce. All 4th Estate 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 XE "DAU classes"  will automatically be credited to your CL point total for those Events.

1.6   
How Do I Request for Continuous Learning Events?

ACQTAS-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 ACQTAS-CL log XE "ACQTAS-CL log" , and request your supervisor’s approval of those points – when he / she approves CL points, you retroactively get credit towards the 80 point goal XE "80 point goal" .  Additionally, if you have completed a DAU course XE "DAU course"  for certification in the last year, that course will also be automatically entered into your CL record. 

1.7   
Things You Need To Know To Use This UM

There are only three other things you need to keep in mind to understand how this Users Manual (UM) is to be used:

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

2. Location – The same event can be held at many different locations and on different days at each location. 

3. Bolding – In this UM, wherever a word or group of words is printed in bold that means that word (s) appears in that exact way on the webpage.

2
Student Menu

The Student Menu contains the following links (see Fig. 2.1):

Update Profile

Request Cancellation

Request CL Points

Status of CL Request

Resend Approval Request Email

CL Training History

Logoff
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Fig. 2.1: Student Menu

2.1
Update Profile XE "Update Profile" 
Click on the Update Profile link, you are asked to sign in (see Fig. 2.1-1).
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Fig. 2.1-1: Sign In window XE "Sign In window" 
1.
Make an appropriate selection from the Please select your DOD Component dropdown list XE "Please select your DOD Component dropdown list"  (see Fig. 2.1-2).
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Fig. 2.1-2: Please Select Your DOD Component dropdown list

2.
Enter your Social Security No XE "Social Security No"  in the appropriate dialog box, and Date Of Birth XE "Date Of Birth"  in the dropdown lists (see Fig. 2.1-3).
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Fig. 2.1-3: SSN and DOB data entry

3.
Click on the Sign In! button XE "Sign In! button"  to continue (see Fig. 2.1-4).
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Fig. 2.1-4: Sign In! button


The Student Profile page XE "Student Profile page"  appears (see Fig. 2.1-5).
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Fig. 2.1-5: Student Profile page XE "Student Profile page" 
4.
Make whatever changes necessary to the Student Profile page, then click on the Update Profile button XE "Update Profile button"  at the bottom of the page to save your changes.

2.2
Request Cancellation

Use this link to cancel CL points already awarded, delete a pending request, or update or review previously submitted requests XE "Request Cancellation link"  (see Fig. 2.2-1).
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Fig. 2.2-1: Request Cancellation link

1.
The Requests for Continuous Learning Points window XE "Requests for Continuous Learning Points window"  appears (see Fig. 2.2-2). This is where you can cancel CL points already awarded, delete a pending request, or update or review previously submitted requests.
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Fig. 2.2-2: Requests for Continuous Learning Points window

2.2.1
Cancel CL Points XE "Cancel CL Points" 
1.
To cancel CL points already awarded, click on the [image: image11.png]


 next to the event name (see Fig. 2.2.1-1).
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Fig. 2.2.1-1: Click on the [image: image13.png]


 to cancel CL points


The Cancellation Request window XE "Cancellation Request window"  appears (see Fig. 2.2.1-2).
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Fig. 2.2.1-2: Cancellation Request window

2.
Provide a detailed explanation for canceling the points in the dialog box, then click on the Continue button XE "Continue button" .


A Cancellation Request Confirmation window XE "Cancellation Request Confirmation window"  appears (see Fig. 2.2.1-3).
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Fig. 2.2.1-3: Cancellation Request Confirmation window

2.2.2
Delete Pending Request XE "Delete Pending Request" 
1.
To delete a pending request, click on the [image: image16.png]


 next to the event name (see Fig. 2.2.2-1).

[image: image17.png]Student Menu

pdte Profle
Resuest Canceltion

Resuest CL pairts

Stotus of CL Resuest

Resend Approval Fecuest Emal
oL Teaining History.

oot

Help

Frecuenly asked Questions:

Requests for Continuous Learning Points

Click Hete to submit a request for approval
Previously submitted requests arg

event narne. If you wish

wish to cancel

/8 earning points to your supenvisor.
low. You may update or review them by clicking on the

& pending request, click on the B next to the event narme. If you
cL lteady awarded, click on the IEM next to the event name

Evert Type.

Poirts Reguested | Reguest Type | Date Recuestect

Tl stiltest

[Taining (Functonal, Technica) |3 approval

01 Feb 2005 03.03

acotas Deno
ooD Point Guidelnes
oL oty Documents

Links
ACGTAS for DAU Traning.

Event

Evert Type.

Status

Pairts Awardedt

I fest 2

[Training (Functonsl, Technical) [approved

n

Questions? Problems? Sugestions? Plesse email us now,

THIS WEBSITE IS FOR OFFICIAL USE ONLY.




Fig. 2.2.2-1: Click on the [image: image18.png]


 to delete pending requests

2.
A confirmation window appears (see Fig. 2.2.2-2).
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Fig. 2.2.1-2: Confirmation window

3.
Click on the OK button to continue.


The Delete Confirmation window XE "Delete Confirmation window"  appears (see Fig. 2.2.2-3).
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Fig. 2.2.2-3: Delete Confirmation window

2.2.3
Update or Review XE "Delete Pending Request" 

To update or review any of the previously submitted requests listed, under the Event heading XE "Event heading" , click on the event name link (see Fig. 2.2-3).
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Fig. 2.2-3: Event Name link

NOTE:
You can also review Point Requests Processed by Supervisor by clicking under the Event heading on the event name link.


The Update Requested Continuous Learning Points window XE "Update Requested Continuous Learning Points window"  appears (see Fig. 2.2-4).
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Fig. 2.2-4: Update Requested Continuous Learning Points window

2.3
Request CL Points XE "Request CL Points" 
Use this line to request your supervisor’s approval of continuous learning points you have earned through participation in locally funded training events, experiential assignments, or professional events.

You should not request approval of points earned by attending events you registered for using ACQTAS.  This includes courses offered by the Defense Acquisition University (DAU) XE "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 Review CL Training History XE "Review CL Training History"  under the Student Menu.

1.
Click on the Request CL Points link (see Fig. 2.3-1). 
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Fig. 2.3-1: Request CL Points link XE "Request CL Points link" 

The Request Continuous Learning Points window XE "Request Continuous Learning Points window"  appears (see Fig. 2.3-2).
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Fig. 2.3-2: Request Continuous Learning Points window

2.
Under the Event Information heading XE "Event Information heading" , enter the name of the event for which you want to be awarded CL points in the Name of CL Event dialog box XE "Name of CL Event dialog box"  (see Fig. 2.3-3).
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Fig. 2.3-3: Name of CL Event dialog box

3.
In the Event Description dialog box XE "Event Description dialog box" , describe the event.

4.
From the Event Type dropdown list XE "Event Type dropdown list" , select one of the following:

· Professional Events
· Training (Functional, Technical)
· Leadership Training
· Academic Courses and Degrees
· Experiential and Development Assignments
5.
Select the Start Date XE "Start Date"  and End Date XE "End Date"  of the event in the dropdown lists.

6.
Enter the Number of Points Requested XE "Number of Points Requested"  in the dialog box.

7.
Make any additional comments in the Comments dialog box XE "Comments dialog box" .

8.
Update your Student Information XE "Student Information" , Student Contact Information XE "Student Contact Information" , or Supervisor Contact Information XE "Supervisor Contact Information"  as necessary (see Fig. 2.3-4).
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Fig. 2.3-4: Student Information, Student Contact Information, and Supervisor Contact Information areas

9.
Click on the Submit Request button XE "Submit Request button"  to continue.

10.
The Point Request Confirmation window XE "Point Request Confirmation window"  appears (see Fig. 2.3-4).
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Fig. 2.3-4: Point Request Confirmation window

2.4
Status of CL Request XE "Status of CL Request" 
This link shows a listing of all previously submitted CL point requests.

1.
Click on the Status of CL Request link XE "Status of CL Request link"  (see Fig. 2.4-1).
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Fig. 2.4-1: Status of CL Request link

2.
The Requests for Continuous Learning Points window XE "Requests for Continuous Learning Points window"  appears (see Fig. 2.4-2).
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Fig. 2.4-2: Requests for Continuous Learning Points window

For more information concerning deleting a pending request for Continuous Learning points, or canceling CL points already awarded, see Section 2.2 above.

2.5
Resend Approval Request Email XE "Resend Approval Request Email" 
This link helps you resend an application or point request to your supervisor.

1.
Click on the Resend Approval Request Email link XE "Resend Approval Request Email link"  (see Fig. 2.5-1).
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Fig. 2.5-1: Resend Approval Request Email link

The Resend Approval Request Email window XE "Resend Approval Request Email window"  appears (see Fig. 2.5-2).
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Fig. 2.5-2: Resend Approval Request Email

2.
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 XE "Resend Notification(s) button" . 

2.6
CL Training History XE "CL Training History" 
This link shows your continuous learning training history. Please review it carefully to make sure that you have received credit for all of your completed events. The Status/Request CL Points link under the Student Menu XE "Student Menu"  may be used to add continuous learning events that are not included in this listing.

A listing of your upcoming continuous learning events is also provided for your convenience. Have you misplaced your continuous learning event completion certificate? If you registered for the event via this website, you may print a duplicate completion certificate from this screen. Events that have a certificate available are listed under the CL Events Completed for the Current Two-Year Period heading XE "CL Events Completed for the Current Two-Year Period heading"  with the event name underlined.

Just click on the event name to have an email sent to you with the certificate attached. If you have earned your 80 continuous learning points for the current two-year period, a link will be provided that will allow you to print a duplicate Continuous Learning Certificate of Achievement from this screen. 

1.
Click on the CL Training History link XE "CL Training History link"  (see Fig. 2.6-1).
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Fig. 2.6-1: Resend Approval Request Email link

The Continuous Learning Training History window XE "Continuous Learning Training History window"  appears (see Fig. 2.6-2).
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Fig. 2.6-2: Continuous Learning Training History window

2.
To receive a copy of your most current Continuous Learning Certificate via email, click on the Click here link XE "Click here link"  (see Fig. 2.6-3).
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Fig. 2.6-3: Click Here link

2.7
Resend Approval Request Email XE "Resend Approval Request Email" 
This link helps you resend an application or point request to your supervisor.

1.
Click on the Resend Approval Request Email link (see Fig. 2.7-1).
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Fig. 2.7-1: Logoff link


You are immediately logged off the system and a confirmation window appears (see Fig. 2.7-2).
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Fig. 2.7-2: Logoff Confirmation window XE "Logoff Confirmation window" 
2.
Click on the OK button to continue.
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