The ACQ Now Registration Process

The ACQ Now student registration system is used for application and enrollment into DAU courses. All student actions related to DAU registration, cancellation, substitution or changes of sections must take place in the ACQ Now registration system. This system is accessed at the following link: https://www.atrrs.army.mil/channels/acqnow/default.asp
A. Creating the Student Profile

The first action a student must take when accessing the system for the first time is to create a student profile. This profile is the information of record that is sent to DAU when registering for a course. It is CRITICAL that the information be current and correct. Since all applications processing and approval routes through the supervisor and student via email, incorrect supervisor information and email addresses will prevent AFATO from ever receiving the application. It is the student's responsibility to insure that the data is correct in the profile and that it is updated as changes in email addresses, PCS moves or supervisor changes occur.

B. The ACQ Now Bulletin Board and the List Server

All new information regarding upcoming schedules, DAU courses, funding issues, changes in policy and any other information of importance to the student is posted on the ACQ Now bulletin board. The student and training manager should check here regularly for updated information. Information posted on the bulletin board also is usually distributed via the AFATO list server. All workforce members are encouraged to register for the list server to receive the most current, up to the minute information via email. List server registration may be conducted at the AFATO website: http://www.safaq.hq.af.mil/acq_workf/training/
Please click on List Server Sign Up to register.
C. Submitting an Application

Instructions for logging on, selecting a course/class, submitting an application, and other ACQ Now functions are covered in detail (including screen shots) in the ACQ Now student tutorial. Students are encouraged to go through the tutorial prior to accessing ACQ Now for the first time.

When selecting a class section, students should check to make sure that the class is not highlighted in RED. This indicates that no seats are available. In addition, students should also review the number of pending applications and waits. Just because there is an available seat showing, doesn't mean that you are the only one applying for it. There may be dozens of other applications ahead of you that are pending processing for that one seat. To insure the largest availability of training opportunities, the student needs to be flexible with available training dates and should apply early and for multiple sections.

D. The Supervisor Approval Process

The student application is not received by AFATO for processing until the supervisor approves the student request for training. Once the student submits an application, an email is sent to the supervisor asking him/her to approve or deny the training request. If approved, the application flows to the AFATO ACQ Now processing site. It is CRITICAL, therefore, that the supervisor email address in the student profile is CORRECT. Incorrect supervisor email addresses prohibit the application from ever reaching AFATO for processing. It is the student's responsibility to follow up with his or her supervisor to insure that an approval email was received and that the application was forwarded. Since AFATO processes applications in order by priority and supervisor approval date, applications that are not approved and forwarded promptly, may not be received in time to obtain a class reservation in the requested section.

E. The AFATO Approval Process

Once applications are received at the AFATO ACQ Now processing site, they are processed by priority and supervisor approval date/time stamp.  AFATO currently processes applications by quarter and begins processing about 60-90 days prior to the upcoming quarter (except for 1st quarter-processing cannot begin until the new FY schedule is released). For this reason, applications submitted early in the fiscal year for a class in the 3rd or 4th quarter may remain in a pending status for a prolonged period of time before being processed.

Applications that are received for a class that is full will be moved to a section with available quotas that occurs within 90 days or, if the student requests it, placed on a waitlist for that section. If there are no quotas available in a section within 90 days of the selected dates or if the student comments that training is date critical, the application will automatically be placed on wait.

F. The Student Application - Comments

The comments section of the application is a very important area that is scrutinized by the AFATO course managers prior to an approval decision. The following are examples of comments that are important and could impact the approval/denial of an application:

-Completion dates of the Acquisition Fundamentals Course or the Contracting Fundamentals Course (completion date is REQUIRED)

-Explanation of emergent reason for not selecting the most cost effective location for training

-Identification of equivalent or predecessor courses taken as a prerequisite that do not show up in student training history

-Special needs, handicapped access, travel with a medical attendant required, etc

-Inability to travel out of the local area 

-Anything else that the student determines is important to pass on to the course manager processing the application

G. Student/Supervisor Notification

Notification of enrollment, waitlisting, changes in date or location, funding, and reporting instructions are all relayed to the student and supervisor via email. Again, it is critical that the email addresses in the student profile are up to date and correct. This is the only way that DAU can send out welcome package information and, for web based training, the only way that the student can access the course information. NOTE: Due to system glitches, changes in the DAU schedule, server problems or other unforeseen difficulties, it would be in the student's best interest to maintain copies of all email transactions until the course is completed. Then, if a problem occurs, a documentation trail has been established that can be tracked to troubleshoot and correct the error.
H. Bumping Protection

Students who have a confirmed reservation in a DAU course will not be bumped from that reservation except in extreme or emergent situations.  Organizations may not bump a lower priority student to replace him/her with a higher priority student. In this situation, the organization must request a substitution and all parties involved must concur. AFATO will NEVER bump a student without consultation with that student and the training focal point and only in extreme circumstances will it even be considered as an option.
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