ENROLLMENT INSTRUCTIONS FOR THE
HUMAN RESOURCES NONCOMMISSIONED OFFICER AND SPECIALIST
 CERTIFICATION COURSE

· On your desktop – DOUBLE CLICK THE INTERNET EXPLORER ICON;
· Change your address line to – www.atsc.army.mil;
· THE LINK ABOVE WILL ACCESS THE WEB-SITE;
· On the left hand side of the screen below, under POPULAR ATSC LINKS, click on  SOLDIER TRAINING HOME RDL  
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Popular ATSC Links

- acce
- ATSC Coltaboration
- Deployed Training
support Team
- Soldiers Training
Home ROL.
- sTrac
- Ask ATSC (Help)
- bL Workshop Home
- Range and Training Land
[symposium 2004
- TADLP Report

SRP Support
contract

— As a FOA in direct support of HQ TRADOC core missions, ATSC serves as the Army’s premier

_ training support planner, researcher, integrator, and service provider. For HQ TRADOG

e 1 Seaff, ATSC manages the Armywide Training Support System, which is designed to provide an
operationally relevant training environment whenever and wherever needed.

Latest ATSC News.

NEW! Distributed Learning XX Techical Change Control Board _
(TCCB) 14-15 SEP 04

See all of the latest ATSC news

ATSC is registered in the GILS Locator
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· The screen on the following page will appear.
· On the screen below –  Enter your AKO User ID and Password; 
· click Login to ATIA
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® ATIA

Reimer Digital Library - Search for Products

Login to ATIA

Usermo Pazsverd
You will need an Army Knowledge Online account to login

Register with AKO
Create your AKO account

Reset Password
Change a lost or forgatten password

Welcome to the Soldier's Training Hormepage which provides you access to a wealth of training information, documents and products while you'e at home,
working in the unit, attending inital entry o professional deveiopment training at Arry schools and nstitutions. For enlisted Soldiers, you can tailor your

homepage as a rucksack adding those tasks that you access frequently. You can also view your career map and track your progress towards achieving the
next rank (SGT, S5G) with our promotion point worksheet. Access is easy using your AKO userid and password,

Check out the latest product releases under the What's Hot! link in the Alerts Portlet of your traini

g homepage.
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The following screen will appear.

On the screen below – (tabs on the left hand side which states - Home, My Tasks, My Courses, Career Map, RDL Services, My Account)
· CLICK THE RDL Services tab;
· UNDER TYPE on the left hand side, scroll down and select Correspondence Courses;
· UNDER SCHOOL on the right hand side, select Adjutant General;
· CLICK SUBMIT 

· (You DO NOT have to do anything with the Joint/Multi Service Area)
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Home | My Tasks | My Courses| Career Map | ROL Services | My Account

@ RDLSearch

€ Official Departmental Publications

Library Search
@ Commandant Approved Training

lew Documents
« Deleted/Superceded

Type: (Selsct 3z many asyou )

Civilian Training Material =]
Combined Arms Training Strategy

Common Core TSP

Sta

[Air Defense Atilery

« Top 10 Documents
Common Core TSP Test (Armor « Total Hits
Common Task Test (ALMC « Document Count by Type
|ARRTC - Document Access by Type
Courseware x| Jatsc
Keyword:
Joint/ Multi-Service:

(AR FORCE < Subrmit

Notice:

For access to distrbution restricted documents and information, you will need to register. Registration is limited to: active duty
and reserve component miltary personnel, US Goverment employees, and government contractors with a documented "need
to know". Register Taday to bypass the @
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The following screen will appear.

On the page below you will be concerned with two (2) courses only.
Click on the appropriate link for your MOS:
· 805C T13 for the HR Specialist Certification Course (E5 and Below)
· 805C T36 for the HR NCO Certification Course (E6 and above)
· (805C T36 is used in the illustration below)
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Army Correspondence Course - Commandant Approved Training
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« Deleted/Sup

BUECTI2 HUMAN RESOURCES SPECIALIST CERTIFICATION COURSE 04-Jan2005 @ e
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The following screen will appear.

On the page below – SCROLL DOWN TO ENROLLMENT NOTES



 CLICK THE ATRRS LINK TO PROPERLY ENROLL
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Enrollment
Enrollment The Army Correspondence Course Program courses/subcourses are available to U.S. Active and Reserve military officers, warrant
Eligibility officers, and enlisted personnel, Reserve Officers' Training Corps, National Guard Officer Candidate School, West Point cadets, and
authorized federal civilian employees
Military personnel must have enough time remaining in service to complete the course/subcourse in which they request enrollment.
Note: For detailed eligbilty recuirements see the course listing found on the ATPD LOGON/REGISTER web site.
Enrollment Course is lsted and available for enrollment only on ATRRS web site. To enroll, go to the ATRRS web site (553 Self Development) and
Notes complete enroliment registration for course S0SCT35

After submilting your application, you wil receive verification of your enrollment by e-mail. (You must provide an e-mail address to enroll
for the on-line version)

IMPORTANT: After enxolling for the comrse, you do not need to envoll for component subcourses individually.
IMPORTANT: After enxolling for the cowrse, you must complete all component subcourses to ean course credit.

IMPORTANT: After enxolling, you must retum to this page to access the subcourses. To retum immediately after enrolling,
click the "Back" button on the browser menu bar.

Taking the Course/Subcourses On-Line

Taking the You do not have to wait for enrollment verification before beginning. You can start immediately. Everything you need to complete the
subcourses course's component subcourses i provided on-line. You will need no additional materials, nor will any be sent to you. View and
study all materials (including practical exercises), and take the subcourse final examinafions
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The following screen will appear.  
· CLICK YES IF A SECURITY SCREEN APPEARS THROUGHOUT THE PROCESS –  ATRRS HOMEPAGE WILL OPEN
[image: image6.png]80 oncol on Ol EEIES

Fie Edt Vew Favortes Took Heh | &3
D - ) - (%] [F] | D seah Slerovries @heda €] 07 o
Address [[2] httpss/fatiam.train, army. milportaatefaclse/view/publc/303142-1/ACCP S0SC-T35(B0SC-T35.HTM B ERE
Enrollment
Enrollment The Army Correspondence Course Program courses/subcourses are available to U.S. Active and Reserve military officers, warrant
Eligibility officers, and enlisted personnel, Reserve Officers' Training Corps, National Guard Officer Candidate School, West Point cadets, and
authorized federal civiian
fsecurty aiert ]
Military personnel must he @ Information you exchange wit hs skt cannot be iewed or ourse in which they request enrollment.
changed by ihers. Howeve,there is  poblem it the si's
secuy ceficae.
Note: For detailed eligbil N/REGISTER web site.
R———— The securty ceriicate was issued by a compary you have.
ot chosen to st View the cerficale o determine whelher
Fnrollment Course is listed and availa Jou want 0 tust he cetiing authorty ATRRS web site (553 Self Development) and
Notes complete enrollment regist

@ The secuity certcate date s valid

Afer subiriting you appl The secuycotatehes a v name mlching he ame. | (190 108t provide an e-mal address to envoll
for the on-ine version) ot page you a6 g 5 e
IMPORTANT: After ex Doy want o proceed? rent subcourses individually.

IMPORTANT: After ex s View Cetlcate beourses to eam course credit.

IMPORTANT: After enxolling, you must retur to this page to access the subcourses. To retum immediately after enrolling,
click the "Back" button on the browser menu bar.

Taking the Course/Subcourses On-Line

Taking the You do not have to wait for enrollment verification before beginning. You can start immediately. Everything you need to complete the

subcourses course's component subcourses i provided on-line. You will need no additional materials, nor will any be sent to you. View and
study all materials (including pracical exercises), and take the subcourse final examinafions

&1 Pttps .t army . I [ 1B @ memer

Bistart| & [0 (@ » &) 5ers0- Mcrosoft k.. |[E]505€ 735 Haman Res.. 8] How o Enrlnthe HR O LORD sozm





YOU SHOULD BE ON THE ATRRS HOMEPAGE on the following screen

ATRRS HOME PAGE INSTRUCTIONS:
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ON THE RIGHT HAND SIDE OF THE SCREEN UNDER ATRRS CHANNELS DIRECTORY, SCROLL DOWN AND SELECT SELF DEVELOPMENT;
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The following screen will appear.

On the screen below - Click the Continue to Self-Development Button
[image: image9.png]ATRRS O\ p Desk D: 050 plo =181

Fie Edt Vew Favortes Took Hep | &

Qe - () - (%] 2] | I sean Slcravortes @Prese €2 07 L W& -

Address [2] htpss/fwm.atrrs army mijchannel/selFdev] B ERE
elf-Developme

21 Mar 2002 SmartForce Registiation Now Available Thiough ATRRS

At no cost to the individual o their organization, all active duty soldiers, mermbers of the National Guard of Reserve as well as all Depattment of the
Ay civlian employees are authorized to access over 1 500 Iformation Technology, Business Skils, and Interpersonal Skills courses from any
location, around the clock (24/7). All you have to do to use SmartForce is get an Ay Knowledge Online account and complete an ATRRS
application. Be sure to browse the SrartForce Course Catalog to see the courses available to you

Continue to SeftDevelopment
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The following page will appear.

On the screen below a message will appear concerning using someone else’s SSN and birthdate; CLICK OK.
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[Microsoft Internet Explorer.

Using somesne elses ssn and date of birth to enter this system constiutes unauthorized use of a DoD computer
system and may be subject o criinal prosectian. Lise of his DoD computer system, authorized or unauthorized,
canstitutes cansent to montaring of this system, Linauthorized use may subject you to crinnal prasectton, Evidence
of unauthorized use collcted during manitoring may be used For adminstrative, cririnal, or other adverse actian, Use.
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The information presented on thsweb sit can not be eused, copied, duplicated, or disibuted for norATRRS purposes uithout witen permision flom
Miltary Personnel Management (PAPE MPT), HQDA Atmy 6-1, U.S. Army. This websit i developed and maintained by ASM Reseatoh, Inc. under
contact DASWI1-85-0-0037. This page was generated on January 21, 2005 at 405:34 PM ET flom data provided by Amy Taining Requiraments and
Resaurees Sustem (ATRRS)

uestions? Problems? Sugestions? Please smail us now.

Done [ 8 [ wternet
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On the screen below, enter your SSN AND DATE OF BIRTH.
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The following screen will appear.
On the screen below – SCROLL DOWN AND FIND THE APPROPRIATE COURSE.

    (805C T36 Human Resources NCO Certification Course is used in this illustration)
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According to official military personnel systems.
SSN: 00006489 belongs to: WILLINGHAM REGINA

Find A Course

Selecta course or enter a keywordto search the course descriptions.

Enter a Keyword or Phrase] Search

Click on the Course Number to view the class schedule.

Course Number: 805CT36

Scope & Prerequisites not available for this course.

Questions? Psblome? Suagestons? Please amail s now. 3
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The course you are enrolling in will appear under Course Number; click on the COURSE NUMBER BUTTON (805C T36 or the appropriate course number).
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Find A Course

Selecta course or enter a keywordto search the course descriptions.

Sellect a Course: [BU5CT5 - HUMAN RESOURCES NCO CEERTIFICATION CRS

Enter a Keyword or Phrase] Search

Click on the Course Number to view the class schedule.

Course Number: 805CT35

Scope & Prereqisites not available for this course.

Questions? Problems? Sugnestions? Please smail usnow.

New Application Logofr. Main Menu
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The following screen will appear.

On the screen below, click on CLASS 001.
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According to official military personnel systems.
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Find A Course

Selecta course or enter a keywordto search the course descriptions.

Setect aCourse: [B05CT3R “FMAN RESOURCES NGO CERTFCATION COURGE

Enter a Keyword or Phrase] Search

Class Schedule - Click on the Class Number to male a reservation.

FY: 2005 School Code: 553 Course: B05CT36 Phase:
Class: 001 Delivery: Correspondence Course Open Seats: 9955
Report Date: 10/1/2004 Start Date: 10/1/2004 End Date: 9/30/2005

Questions? Problems? Sugnestions? Please smail usnow.
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New Application Logofr. Main Menu
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The following screen will appear.
On the screen below – 
ENTER LAST NAME, FIRST NAME and MI;
UNDER SERVICES – SELECT “ARMY”;
UNDER PAY SCROLL DOWN AND SELECT – E - Military Enlisted;
UNDER PAY GRADE, select appropriate Pay Grade;
CLICK SUBMIT to proceed to STEP 2.
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The following screen will appear.

On the screen below, INPUT AND VERIFY STUDENT INFORMATION AS NEEDED;
CLICK on Step 3, SUBMIT APPLICATION. 
[image: image16.png]ol x|

Fle E Vew Favortes Tok e | & |f>

Qe - () - (%] 2] | Dseah Sfcravorics @Prede €2 07 L B - | B

Ackress [&] htps: o, sty milchanelsselide] BN
©)ATRRS Self-Development Application System [ e |

According to official military personnel systems.
SSN: 00006489 belongs to: WILLINGHAM REGINA

Step 2: Complete the Application Form

EY: 2005 School: 553 Course: 85CT36 Phase:

‘Course Title: HLIMAN RESOLIRCES NCO CERTIFICATION COLRSE
Class: 001 Report Date: 10/1/2004 Start Dat

101172004 End Date: 813072005
Delivery Method: Correspondence Course

Name: WLLINGHAM, REGINA H

Home Street:[124 EAST LAKE TRAIL Citys[coLmera =
State: [SC-SOUTH CAROLIA 45 =] zw: fozos -

Country: [USA - UNTED STATES — =

L — )
unitPhone: 505 - [i51 - [ unitosti [3505 | unitrae: o - 51 - s °
Hew Appication
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Once you submit the application:
THE FINAL SCREEN WILL APPEAR FOR ENROLLING WITH COORDINATING INSTRUCTIONS.
· On the screen below – regarding the “COORDINATING INSTRUCTIONS LINE”, you must wait 24 hours after you receive your registration confirmation before you can access the individual subcourse material associated with the course to which you enrolled.

· THIS IS THE END OF THE INSTRUCTIONS ON HOW TO ENROLL INTO THE 

CERTIFICATION COURSE(S).
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According to official military personnel systems

SSN: XXXXX64B9 belongs to Last Name: WILLINGHAM REGINA

[REGINA H WILLINGHAM has appied for ‘Applcation Date: 26 Apr 2005

FY: 2005 School: 553 Course: 805CT36 Phase:
‘Course Title: HLIMAN RESOLIRCES NCO CERTIFICATION COLRSE

Class:

01 Report Date: 10/1/2004 Start Date:

0112004 End Date: 872072005

Delivery Metho: Correspandence Course

Coordinating Instructions: Your appication wil be processed wiin 24 hours. You wil receive a reservation confirmation ot tht ine.

Questions? Problems? Sugnestions? Please smail usnow.

ot
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Once enrollment is complete, STUDENTS WILL BE ABLE TO LOGIN AT ANY TIME TO COMPLETE THE COURSE. 
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