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Getting Started

To access the Army Acquisition Professional Development System (AAPDS) go to:
https://apps.altess.army.mil/aapds/

Figure 1. Login Screen

"’p‘wm"h‘v
@ AIS|IC AcouisiTioN SUPPORT CENTER
i

L]
==l A RMY ACQUISITION PROFESSIONAL DEVELOPMENT SYSTEM (AAPDS) vy

PLEASE NOTE: Log in using your User Il and Password

User ID:
Password:

NMOTICE: THIS IS A U.5. GOVEEMNMENT COMPUTER SYSTEM

UNCLASSIFIED, NOMN-PRIVACY ACT USE ONLY

1. Log in using your IDP User ID and Password (Figure 1).

e | NOTE
There is a link to your IDP on the login page. The link is
located above the User ID field (Figure 1).
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Figure 2. Home Screen

(Select Training Application:

FPlease selact the training application that you would Bke to complate (only courses that appear on your IDP and have been approved by your supenvisor will be avalable for

R raining)

Title Info  Opening Date  Closing Date  Final Review Date
Spning 2005 Acquisition Tuitign Assislance Pogram (ATAP] Annguncement (nfo) Apeid 1, 2005 May 31, 2005  June 20, 2005

Your Applications Application Status Last Save Date
Spomg 2005 Acquisilion Tuilion Aseisiancs Prgram (ATAF] Annauncement (o) Opéri March 31, 2006
4 Unresrsily Tegining Fall 2005 Submitted March 22, 2006

2. Select the training application that you would like to complete (Figure 2).

e | NOTE
Only courses that appear on your IDP and have been
approved by your supervisor will be available for training.
Navigation

Figure 3. Top Menu

[ ——.
LT TET PR O R Resume | IO Academic Plan | d.Satemnent Of iMerest | S.0urmicudum | EEnroliment Stalus | T.ACRE | B.Checklist and Submit

The light-green tabs at the top of the screen, show each section of the application (Figure 3). The current
tab is indicated in dark-green.

Figure 4. Bottom Buttons

Save and Continue Save and Exit | Cancel |

e [tisadvised to use the Save and Continue button at the bottom of each screen (Figure 4).

e Avoid using your browsers Back and Forward buttons.

e |If you need to go back to a previous screen, click a tab on the menu at the top of the screen
(Figure 3).

¢ By using the tab menu, your work will be saved and no data will be lost.

2 AAPDS User Guide 1.0



Save and Continue | Will save data on current screen and take you to the next screen.

Will save data on current screen, exit filling out the application,

Save and Exit
| and take you to the Home screen.

Cancel | Will not save data, exit filling out the application, and take you to
the Home screen.

NOTE

@
Errors will be displayed at the top of the screen. If you
leave any field blank and change tabs, or click a button at

the bottom of the screen you will be warned with a popup
message.
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Filling out an Application

There are eight steps to filling out an application. It is advisable to do them sequentially, Step 1 — Step 8.
All fields that can be edited are required.

Step 1. Applicants Data

Figure 5. Top of Step 1. Applicants Data Screen

rRhewume | JADP Academic Pi-nJ ASiwtement Of deresl | S.Curricsbhem | EEnrollmesd Stelus | TACEE | #.Checkisi and Submi

Spring 2005 Acquisition Tuition Assistance Program [ATAP) Announcement

ep 1. Applicants Data

Flease ensure thal your Acquisiion Career Recond Bref [ACRE) and Indsdduesl Develogmerd Flan (I0F) ane complate and up-lo-date. I this infoemation s
nod comect please update your ACREB and IDP

MNamse LONG JASON D Cugaeization & Address FEQ EIS RADFORD
SoN 123456764 RADFORD

Fay Flan'SenesGrade MH 72210 £02

Emdil Addréss John doéd Ealbess. sy o Telephans OISH 2315855

Tedephone COM 231 9995555 Telephons Fax Infarmation Mot Awailable
Supenasors name récemiation Mot Avadlable Supsrisors e-mod Infarmation Mot Asailable
L Acq Comps Membes WALETWE Meenber

Highest Ceriiflcatlon Level and Career Fleldis) Achieved: A - Program Mansgement, Level 1
S« Systems Planning, Research, Div. & Eng , Liwal 1

Cumment Acquisition Career Fiald (ACF):

. A - Program Managemant L - Conlraching . [v- Industrial’ Conbract Propedy Mgt

U E - Purchade and Procusament Addrilant U G- NO LONGER VALID L H- Qually Asgisancs, Manutstlurmg and Produetion
L K- Bugngss, Cosl Estimaling, and Financisl Mgl L L - Acquisilion Logistcs ¥ R - kefamiation Technology

U S« Systems Planning, Research, Dav. & Eng U T« Test and Evaluation Engmieenng U U Auyditireg

L %= Program Management Charsaght L ¥« Education, Training & Career Davelopmant

The top half of this screen comes directly from your IDP and cannot be edited here, but does need to be
verified for accuracy (Figure 5). The bottom half of this screen requires filling out (Figure 6).
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NOTE

If any your information is incorrect, you must go to your
IDP and update the data on the IDP Web site.

1. Verify that all personal information is correct (Figure 5).
2. Verify that the Highest Certification level and Career Field(s) Achieved is correct (Figure 5).
3. Verify that the Current Acquisition Career Field (ACF) is correct (Figure 5).

Figure 6. Bottom of Step 1 Screen

Type of degreateduc ation degirad (Chack one)

Pleasa solect your College or University from the drop down menw. The list anly reflects accrediled instiéutions verfied by the Deparmant of Education.
your College or Unieersay 12 not listed, please conlect the ATAR Adr HE L

[ R T TECHHICAL COLLEGE =]
= | business kours (include # hours) C Bachelors de gree
= Associsle’s degree © Magler's degres Diasired Major [Information Tecknology

Huws you recered ATAP Fundng premously? © Yes & No (I yes, plesse explain the cecumelances under which you lefl the pragram.)

H

=

Sam and Continwe | Saw and Exit | Cancel |

Miz Sepe wat el arved o Mvch 58, 1002

4. Select your college from the drop down list (Figure 6).
5. Choose number of business hours, Bachelor’s, Associate’s, or Master’s degree (Figure 6).

- NOTE
Master’s degree will only be an option if you are level 3
certified and an Army Acquisition Corps (AAC) Member.
Otherwise, it will be grayed out as seen in Figure 6.

6. Answer the question, “Have you received ATAP Funding previously?” (Figure 6).
a. If Yes, explain the circumstances under which you left the program.
b. If No, then no explanation is needed.

7. Click Save and Continue, to save data on current screen and go to the next screen (Figure 6).
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Step 2. Resume

Figure 7. Step 2. Resume Screen

JADP Acadiine P1H|J AStaledment 0 Bieical | S.Curmiciabam | BEnTollitesid Steluis | TACRE | S.Checkbsl i Subird

Spring 2005 Acquisition Tuition Assistance Program [ATAP) Announcement

ep 2, Resume

tease input your resume here. You may either directhy bype in your resurme or you may cut or paste the text from & Word document in the field
o, Your resurne will be lirmited to 10,000 characters. After you have anterad your resume, cick "Save and Continue' to verify this information
nd move anto the nest tab

B 7 u-lizli' LAY -] Charactérs: 1659
JASON DOUGLAS LUONG
123 ABC Lane
Eladfoed, Visgeos 12345

Tel (340 111-1111
E-moil jecsovmn Long difinas  eevay mel

FOUCATION:  AAS, Deformetion Simtems Fachmology By 2002
Mtworking Speciolization
i ewr Riwer Comsunity College, Dubke, Wagnis
Backalor of Aris, Plilosoply Muy 1969
MEmor fx Englich

Virg=os Polytechode [nstaube end State Univessay, Blackeburg, Voginia

Senve and Continee I Seve and Exn ICUMI

I-‘-\-sam it et 08 MR JE. 005

1. Input your Resume into the text field using either of the options below (Figure 7).
a. Type your resume directly into the text field.
b. Import your resume from Microsoft Word by the process below.
i. Open your existing resume in Microsoft Word.
ii. Highlight all desired text.
iii. Click on the Edit menu and choose Copy.
iv. Return to your web browser with AAPDS.

v. Click on this icon: E\; it is above the text box. This pastes the copied test into the
field.

2. Click Save and Continue, to save data on current screen and go to the next screen (Figure 7).
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Step 3. IDP Academic Plan

Figure 8. Step 3. IDP Academic Plan Screen

AApplcants Dita | LResums W Abtalement 0 inderest | SCurricoiem | RDnrollmesd Stelus | CACED | B.Chocklis! snd Submf _

Spring 2005 Acquisition Tuition Assistance Program (ATAP) Announcement

Step 3. IDP Academic Plan

[The courses listed bebow are pulled directly fram the Colege Courses section of your IDF . You must add courses to your IDF and have your
Suparasor approve them before they will appear on this page. Click hare to open your IDP. You must also check the box 1o the ket of each courss
under “Include in ATAP", in arder to request ATAP funding. If you do not check the box to inclede the courss in your IDP Academic Plan, this
course will not be funded by ATAF . Flease fill inyour estimated Book and Tuition costs, in accordance with the ATAE Policy

hete  Coute  ry, Cimaed Gl guiowe  Enaou
= AATHID Calcubys ﬂ'c.l:j ;l."%ﬂ September 1, 2004 December 15, 2004
W W Hizman Resource il::.'ll'l iléﬂ!’l Janyary 1, 2005 May 15, 2005
= [MGrI0z  Management 5f7s s[tonn June 1, 2004 August 15, 2004
ATAP Tuition Totals for:

Flgcal Year 2004: 1750
Fiscal Year 2006: $800

Senve and Corinue | Sweand B || Cencal |

LR Bk i L St 00 MR BB D008

The courses listed in this section are those that appear on your IDP under College Courses (Figure 8).
1. Verify that all the courses you need are listed. If any courses are missing, complete steps ‘a’
through “c’ below to get additional courses added to the list:
a. Goto your IDP (There is a link to your IDP near the top of this screen.)
b. Add the desired course(s) to your IDP under College Courses.
c. Your supervisor must then approve the course(s).

2. Under Include in ATAP, mark every box with a checkmark to the left of the course(s) for which

you need funding (Figure 8).

e |NOTE
Any course without a checkmark under Include in ATAP
will not be funded by ATAP. Therefore, mark all courses
for which you need funding.

3. Enter the course number for every course you marked (Include in ATAP) (Figure 8).
4. Enter dollar amounts under Estimated Book Cost and Estimated Tuition Cost (Figure 8).

e |NOTE

Estimated Book Cost(s) is optional and default to $0.
Estimated Tuition Cost(s) is required.

5. The ATAP Tuition Totals are displayed by Fiscal Year at the bottom-right of the screen (Figure

8).
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Step 4. Statement of Interest

Figure 9. Step 4. Statement of Interest Screen

| 1. Applicanis Data | PRewime | 1I0P Acadeime Plan SCuiriculam | REnrollimesl Stalua | TACEE | #.O0hecki s Subin
Spring 2005 Acquisition Tuition Assistance Program [(ATAP) Announcement

ep 4. Statement Of Interest

tease input your statemeant of interest. Your statement of interast should detail, in 2000 characters or less, wiy you are appiing for this program
‘ol may either directly type inyour statement of interest o you meay cut and paste the text from a Word document. Chick "Save and Continue' to
fify this information and move onto the nest tab

B rUlElEEy i mBd Characters: 178
Iy statement of inberest For Areny Tuition Assistance mchides the Following reasens

1. advancement @ career field
[2. Better kenowledge of Acquation cormenunsty

3. ete

SoveondConinue | SeveondExt | Concel |

iz cege wag lasf srmd or: Mach 20, 5000

Your statement of interest should detail, in 3000 characters or less, why you are applying for this program
(Figure 9).

1. Input your Statement of Interest into the text field using either of the options below (Figure 9).
a. Type directly into the text field.
b. Import from Microsoft Word by the process below.
i. Open or type your statement of interest in Microsoft Word.
ii. Highlight all desired text.
iii. Click on the Edit menu and choose Copy.
iv. Return to your web browser with AAPDS.

v. Click on this icon: E\; it is above the text box. This pastes the copied test into the

field.
2. Click Save and Continue, to save data on current screen and go to the next screen (Figure 9).
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Step 5. Curriculum

Figure 10. Step 5. Curriculum Screen

AApplicants Deta | EResums | LIOP Academic Flen | AStetemend 0F Inderesd EEnrollmend Stetus | TACED | &Checklisi and Submit

ep 5. Curriculum

Spring 2005 Acquisition Tuition Assistance Program [ATAP) Announcement

“lease input your official coursa curriculum hera. You may cut and paste this information from your onling course manual, Addiionally, pleasa
Late thie Source of thas data e, the wabsite, course catlalog, oic ). Hars 15 8 sampds

B orou HElil L 1 |h ‘ Charachers; 1704

Irdoemreation
Technaolagy

Curricullum Chard 2004 2005

B.5, In Business Adminkstratlon with a Concentration in Accounting

BUBADE, GEM
1.
Foundation .
Courses: Credits
English ENIDT Caollegi English |
ENIDZ Caollege English I k1]
Literature:  ENZO1 Litarafure | 10
Ena2 Literature II 30

Histary HS1M Weslam Cnd in Woardd Peigpetims 30
HSI02 Wastem Civ. in Warld Persp. I £ 1]

miggd Infarmation Technology 30

Seve endCorinue | SeweandBat | Cencel |

=

K

iz page maz it srved or: Mol 585, 2005

—

Input your official course curriculum in the text field. Also state the source of the data (i.e. a Web site
or a course catalog) (Figure 10).

1. Input your Curriculum into the text field using either of the options below (Figure 10).
c. Type directly into the text field.
d. Import from Microsoft Word or another Web site by the process below.

i
ii.
iii.
iv.
V.

Open your existing curriculum.

Highlight all desired text.

Click on the Edit menu and choose Copy.
Return to your web browser with AAPDS.

Click on this icon: E\; it is above the text box. This pastes the copied test into the
field.

2. Click Save and Continue, to save data on current screen and go to the next screen (Figure 10).
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Step 6. Enrollment Status

Figure 11. Step 6. Enrollment Status Screen

AAppiicants Data | rResume | LIOP Academic Plan | dSisement 0 inerest | S.Curmicuiem

Spring 2005 Acquisition Tuition Assistance Program (ATAF) Announcement

TACEE | #.Checkhs and Subimi

ep 6. Enrollment Status

w chiclang the Enrolliment Vemhcation checlkdos, you are conlirrming that you anre either currently enroded inyour Collegeinnersity or havia Deen
accaptad into a degree program at that instiution. You must provide proof of enrclimentfacceptance if requestad

nrolment Vearification:

SeveondCorinee | SeveendExt | Coscel |

Tig St w3k St 0 Maoh 28 05

This screen requires you to verify that you are enrolled or accepted into a degree program (Figure 11) at
the College/University chosen on Step 1. Applicants Data.

1. Click the box to mark it with a checkmark, if indeed you are enrolled or have been accepted into a
degree program at your chosen institution (Figure 11).

2. Click Save and Continue, to save data on current screen and go to the next screen (Figure 11).

Step 7. ACRB

Figure 12. Step 7. ACRB Screen

AApplicants Dita | FResuime | LIOP Academic Pan | AStalsment OF iterest | SCuricakam | BEolimem Status

Spring 2005 Acquisition Tuition Assistance Program [ATAP) Announcement
ep 7. ACRB

AChecklinl and Subiri

vour ACRE has baen autamatically pulled from CAPPMS. To view the web based version, cick here if your ACRE needs 1o be updated, pleass
contact your Acguisiion Career Manager. By clicking on the ACRE Verification check box, you are confirming that your ACRE is current and
courate. Chick the “Save and Continue™ Button to venfy this information and move onto the next tab

CRE Vernfication &

Sene and Corfinue I Seve and Ext ICumll
TR B wal AR B 0 MR 2B, SO0

This screen requires you to verify that your ACRB is correct (Figure 12).
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1. Click on the link to view a web based version of your ACRB.
Figure 13. Web Based ACRB
ACQUISITION CAREER RECORD ERIEF

UNCLASSIFIED/PRIVACY ACT PROTECTED INFO

I e oot ettt B WEE o BRIEF DATE Pn.n.m‘mm SEH WAL
R T SRR [T Tp. v W S BLENE
SECTION | - CURRENT POSITION DATA SECTION Il - SECURITY SECTIOH I - ACO CORPS DATA SECTIOM IV - FERSONAL
IITLE JCLEARMRCETYPE  Soret [SUEC COMP O AAL HEWEER r.I: ACCESSIN DATE AR CPALLAN
VEITCATON TAPE  Comphits Bathine | 13ARG000 | doy Comd Masibar
MAILING ADORESS
[RATEGERY CATESVESTGATED (L0001 CDG  YEAR|ANC CAREER FIELD |MONTHS OF AGO EXF e
Fer OO S P,
CERT LEVEL REQ SECTION V - PRIFERINCE CAT THoow STATE /T [P
GEDGRAFHICAL cAp AL CORT LEY REGL fARE RESERYE STATU
e e T T Awely Rdares - WAORK FHE [ 5154 nsH
L OFFICE UG TIONAL nrmﬂrr nan RRCEIOM OAIE | PARE s
T Babn e Brgeaasy
POSITION TYPE IGOAMIAAND SECTION Wl - EDBCATION | EAL g
[APL HUMDER A~ o SECTION X - CERTIRCATIONS LICENSES.
- ﬁm:‘:ﬂ:‘:‘“m Prsd sl e CARFER FIELD LEWFL | DATE
SECTION V1 - NCOLEADER TRABING |- TEAR
COLRSE AT Fecirt e . ) fsteres . s
DEGREE & 2 L S
OLLIGE s g
JEPApCIg wa Gy Crachm | s HE YEAR
[rmni hiun  CEIRE, | ek 1EETHRN P £TLCaE b
DEGREE
FROFCSSIMAL LICENSE DATE
|SCIFLINE TEAR FROEECT AR ACEMENT FROME SI0MMH. P Lot
HIGHEST DEGREE AL CORPS GAL - CREDT _ _
Aot (g EREL L] = COM TIRUGLES LEARMING
END DATE, #odsed JPOInTS.
SECTION 0 - ASSIGHMENT HISTORY
FROM | WO DR AN ATION LOGATIN = DUTT TITLE SERILS |[GHADE| APC [SUWYR
NI i Ul e "]
AR 1 OohG m M
TS TR T T T — 5L x

|t oo 8 k) AT e ST e Pt o B k) o, R 0 B by

il

PLS. Coda, B 5, foetem B2 0 10, e |0 ML 1T, MACM 168 (1545wl mm-rsl:.

o] [ M 1 B IS o7 S od o o e e il el B4, T BT

1 T, e s L T Wb 0 e, W o 7 Tt e e, 080, it el b 8 e L

2.
ACRB (Figure 13).
a.
b.
made.
3.
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Verify that all information on your ACRB is correct and then close the popup window with your

If correct: click the box beside ACRB Verification to mark it with a checkmark.
If incorrect: click on the link to contact your Acquisition Career Manager to get changes

Click Save and Continue, to save data on current screen and go to the next screen (Figure 13).




Step 8. Checklist and Submit

Figure 14. Step 8. Checklist and Submit Screen

Spring 2005 Acquisition Tuition Assistance Program (ATAF) Announcement

|5tep 8. Checklist and Submit

Al checkibomes must be completed in arder to submit your apphicatbon. | a checkanark 15 missing nesd (o one ar more of the required steps, you
rmust go back and complete that tab

= b b e

Click hene | 1o previes what your cubmitted apghcation will kool [ike

|L'..ll'. | chcking "Submit,” your ATAP application package will be forwarded to your Suparasor for approval. Ay Jl.|cfl:*:. Lo your IDF and ACRE
made afte "u“La-.w e biean subrmited wall not be viewabla to haose reviewng your applicabon. Fi ua-;.-_ -.| oiLar I II- andfor ACRE is
u|'.|.‘Ht xd prior to submitting the packet. fyou need & change made prior to the close the date of the announcament then you must contact the
IATAF Adiministrator

Submit Application | Sewe ond Exit |

This screen allows you to verify that you have completed every step and allows you to submit your
completed application (Figure 14).
1. Verify that every step is complete, checking that there is a checkmark beside the seven steps
listed on this screen (Figure 14).
2. Click to preview what the submitted application will look like (Figure 14).

e |NOTE
Any updates to your IDP and ACRB made after your
packet has been submitted will not be viewable to those

reviewing your application. Please ensure that your IDP
and/or ACRB is updated prior to submitting the packet.

3. Verify the accuracy of all data and if any data needs changing (Figure 14).
a. If correct: continue to the next step
b. If incorrect: complete steps ‘i
i. Look at what section the error is in.
ii. Return to that section and make the needed change(s).
iii. Return to Step 8. Checklist and Submit by clicking on its tab.
iv. Click to preview your application.
v. Verify the accuracy of all data; if you find more errors, repeat steps ‘i’ =“v’.
4. If everything is complete and correct, click Submit Application (Figure 14).
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NOTE

The Submit Application button will be inactive (grayed
out) until every step is complete.

e Once your application has been submitted for review, an email will be sent to your supervisor
informing them of your request.

e Your supervisor will be asked to approve or disapprove your request. If approved, your
request and application will be sent to the event coordinator.
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