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C H A P T E R  

Getting Started 
  

To access the Army Acquisition Professional Development System (AAPDS) go to: 
https://apps.altess.army.mil/aapds/  
 
Figure 1. Login Screen 

 
 

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

 
 

 
 

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 

 
 

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

 

 
 

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 

 
 
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 

 
 

• It is advised to use the Save and Continue button at the bottom of each screen (Figure 4).  
• Avoid using your browsers Back and Forward buttons.  
• 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. 
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 Will save data on current screen and take you to the next screen. 

 
Will save data on current screen, exit filling out the application, 
and take you to the Home screen. 

 
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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C H A P T E R  

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 

 
 
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 

 
 

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 

 
 

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: ; 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 

 
 
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. Go to 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). 
 

 

 
 

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).  

 
 

 
 

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 

 
 
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: ; 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 

 
 

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. Open your existing curriculum. 
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: ; 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 

 
 
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 

 
 
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 

 
 

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

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

made. 
3. Click Save and Continue, to save data on current screen and go to the next screen (Figure 13). 
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Step 8. Checklist and Submit 
Figure 14. Step 8. Checklist and Submit Screen 

 
 
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). 
 

 

 
 

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’ –‘v’. 

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. 

 
• Once your application has been submitted for review, an email will be sent to your supervisor 

informing them of your request. 
 
• Your supervisor will be asked to approve or disapprove your request. If approved, your 

request and application will be sent to the event coordinator. 

14  AAPDS User Guide 1.0 


	Title Page
	Table of Contents
	Chapter 1: Getting Started
	Navigation

	Chapter 2: Filling out an Application
	Step 1. Applicants Data
	Step 2. Resume
	Step 3. IDP Academic Plan
	Step 4. Statement of Interest
	Step 5. Curriculum
	Step 6. Enrollment Status
	Step 7. ACRB
	Step 8. Checklist and Submit


